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1 INTRODUCTION

Direct Access Mobilization System User Guide

This document is a system user guide for the implementation of Direct Access Mobilization. Provided are
detailed descriptions of the system’s functions and capabilities, step-by-step procedures for utilizing the
system, screenshots of the step-by-step procedures, and tables of field descriptions.

2 PORTAL NAVIGATION

Access to the various Mobilization components within Direct Access will differ based on the
user’s role(s) assignment. Below is a general screenshot of the Mobilization capabilities
available to the user from Direct Access.

Mobilization [ & v |

Mobilization Request 1

Member Search 2

equi o ing
Requirement Sourcing 3

Reguirement MNavigator -

Sourcing History 3

My Mobilization Approvals 6

Tasking Command 7
ICS Command 8
Operational Mame 0

Force Element Setup 10

Add a Person 11

ID | Mobilization Portal Link
Label

Description

1 | Mobilization Request

Create a new request; Access an existing request

N

Member Search

Search for qualified candidates to fill requirements

3 | Requirement Sourcing

Access member sourcing records; Initiate RSV orders for sourced
members

4 | Requirement Navigator

Search for requests and requirements by various search criteria

5 | Sourcing History

View the assignment history for all requirements a member has been
fully sourced or partially sourced to; View a history of resumes
submitted by a member for mobilization requirements

6 | My Mobilization Approvals | View submitted resume endorsement requests

7 | Tasking Command Add a new Tasking Command; Update an existing Tasking Command
8 | ICS Command Add a new ICS Command; Update an existing ICS Command

9 | Operational Name Add a new Operational Name; Update an existing Operational Name
10 | Force Element Setup Add a new Force Element; Update an existing Force Element

11 | Add a Person Add a non CG Member that will be sourced to a requirement
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To return to the home screen at any time, the user can click the Home link in the upper right-hand corner

of the window.

United States Coast Guard
U'S. Department of Homeland Security

My Page
Content

Requesls

ayout

nnouncements Updated 28 September 2016

yslips' ] P . Payslips can be sccessed vis the Sef-Sanice "View"
menu. Refer 10 this Quide for N Gverview of the new paysiip. The official pay date is 30 September 2016.
Members should not set up sutomated payments or assume funds will be svailshis prior to published pay dates
See When is Payda: re infarmation. Payslips more than on yesr old to Janusry 2015 can be sccassed by
following this quide. PeyslipsL ESs issued prior to Januery 2015 are not available.

Please see this EAQ entry if you have any difficulty opaning "PDF" files from within Direct Access.

ubsorbe to cureeusieters ]

rkerounds

yrol lote the approvel except
un the Monitor Absence Request Report o ID

How to view pending Absence Requests
How to CorrectDelete Approved

How to Lookup 8 unif's SPO

for reserve drills and orders)

POs)

More User Resources:
» DA/Global Pay Knowledge Base (CGPortal Link)
» DA/Global Pay Knowledge Base lintemet Link]
# User Guides by User Role
» PCS eResume (Member, Endorser, and Proxy) User Guides
» Self Service Electronic Leave / Absence Request System.
Do not input leave for PCS or separations
using seff-service.
» ALSPO Messages
# Pay & Allowance Rates
# PPC Customer Satisfaction Survey

{25 BBC.

My Links | select o .

Employee

Profile

Tasks
POCS eResumes

View
My Profile

My Airport Terminal Orders Member Training Rating

ENVIRONMENT THREE

Self Service for Commands

Reports
Positions at a Department

Member All Duty Report

Emergency Contacts My Reserve Points Statement

Member Info Report

Home and Mailing Address My Reserve Drills

Phene Numbers View My Payslips (AD/RSV
Allotments My Employee Reviews

PDE by Dept
SWE Profile Letier by Dept
SWE Profile Letter by Member

Direct Deposit Emplovee Review Summary

Federal & State Tax Elections Off Comparison Scale
Su

Al Duty Report

SWE PDE
11 More.

6 More.

SWE PDE
Department Role Query - PPC
Department Role Query - Field

Add to My Links

Use
Command Information

Reserve Administration
1DT Drills

Annual Sereening @

=
Member Training Rating

Reserve Member Balances

View Member Drills

Card Program

Business Expenses

MGIB Enroliments

RSV Order Di

Reserve Orders

RSP Report
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3 WILDCARD SEARCH
Direct Access supports the use of three wildcard features when searching for data. The wildcards can

be helpful in finding the exact information that user wants to process. The following are the supported
standard wildcard features.

Character Function

_ (underscore) Match any single character.

\ (back slash) Escape character — don’t treat the next character as a wildcard.
% (percent sign) | Match one or more characters.

The “wildcard” search feature may be used when searching for a member. One commonly used
wildcard is “ . This sign represents a single letter instead of a group of letters. To see all of the

members whose last names contain the letters “C”, “H” and “N”, in that particular order, the
wildcard would be used to represent a single letter between the characters in which it is placed.

Find an Existing Value Add a New value
~ Search Criteria

Empl ID: begins with ~|||

Profile Type: begins with s|| ay,
Name: begins with ~||

Last Name: begins with ~|[CH_N

Alternate Character Mame: | begins with - |

[ include History Cormect History [ case Sensitive

Search Clear | Basic Search Save Search Criteria

Search Results

Cnly the first 300 results can be displayed.
First ] 1-1oDpofzo0 [ Last

Profile Tvpe Mame Last Name Alternate Character Name

PERSOMN CHAMNDLER (Dlank)

RETIREE CHANDLER (blank)
PERSON CHANDLER (blank)
RETIREE CHAMNDLER (olank)
RETIREE CHANDLER (blank)
PERSOM CHANDLER (blank)
PERSOMN CHAMNG (olank)
RETIREE CHAMNG (blank)
PERSOMN CHANCOWSKI (blank)
RETIREE CHANOWSKI (blank)
RETIREE CHAMNMNELL (Dlank)

Another wildcard that is commonly used is the “%” sign. This wildcard is used to represent multiple
characters. For example, to search for members whose last names contain the letters “C”, “H” and
“N”, in that particular order the “%” wildcard should be used.
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Find an Exisfing Value
~ Search Criteria
Empl ID: begins with ~|||
Profile Type: begins with (&}
Name: begins with s
Last Name: begins with s || CH%EMN

Alternate Character Mame:| begins with ~~

[Jinclude History M Correct History [ Case Sensitive

Search Clear | Basic Search Save Search Criteria

Search Results
Cnly the first 300 results can be displayed.

First ] 1-100of300 [ Last

RETIREE CHANDILER (blank)
PERSON CHANDILER (blank)
PERSON CHANDILER (blank)
RETIREE CHANDILER (blank)
PERSOMN CHANDILER (blank)
RETIREE CHANDILER (blank)
PERSOMN CHADBOURNE (blank)
RETIREE CHADBOURME (blank)
PERSON CHAMBERIL AIM (blank)

4 FUNCTIONALITY

The table below provides a list of icons and their functionality to assist with navigation throughout
the different pages.

Field Description/Instructions

* This symbol represents a required field.
Q@ Click on this icon to generate a list of values.
[+] Click on this icon to add a row.
=] Click on this icon to remove a row.
i | This icon will allow user to customize the grid.
| Find | This icon will allow user to search the grid.
| | This icon will show all of the search results on one page.
(Bl This icon will display the grid in a separate window.
2 This icon will allow user to download the grid to an Excel spreadsheet.
4] This icon will navigate to the previous set of grid rows.
b ] This icon will navigate to the next set of grid rows.
| First | This icon will navigate to the first page of the grid rows.
[ Last] This icon will navigate to the last page of the grid rows.
& This icon performs spell check.
#-] Previous in List This icon will navigate to the previous item in the list of the search results.
J=] Mextin List This icon will navigate to the next item in the list of the search results.
[5# Return to Search This icon will return to the search results page.
This icon displays the current page in a modal window.
The Home link will return the user to the Portal homepage.
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5 MOBILIZATION SETUP MAINTENANCE

Authorized users will have access to add and maintain Mobilization setup values. This section will guide
you through the process of adding and modifying Tasking Command, ICS Command, Operational Name,

and Force Element setup values.

5.1 Operational Name

When an Operational Name needs to be added or modified in Direct Access, navigate to the following

page:

Portal Link: Mobilization > Operational Name

Mobilization [ & v |

Mobilization Request

Tasking Command

Member Search ICS Command
Reguirement Sourcing IOgerational MName I

Reguirement MNavigator

Sourcing History

Wty hMobilization rovals

Force Element Setup
Add a Person

NOTE: You can also save Operational Name as a favorite within Direct Access. To do this, navigate to
the page, click the drop down field under My Links, and select “Add to My Links.”

My Links

Refrash My Links...
Add to My Links
Edit My Links

5.1.1 Add an Operational Name

1. To add an Operational Name, click the Add a New Value tab on the Operational Name page.

Operational Name

FEind an Existing Value Add a New Value

Operational Name:

Add

2. Enter the Operational Name and click the Add button.
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Operational Name

Operational Name: HURJO

Add

[ [t hew vae

NOTE: The Operational Name field is limited to (5) characters. Users can enter more detail for
the Operational Name once on the setup page.

3. Enter the data in each of the fields as indicated below.

Field

Description/Instructions

Effective Date

This is the date the Operational Name should be available for users to
select when creating Mobilization Requests

Status

This is the status of the Operational Name: Active or Inactive.

oOnIy Active values will be available for users to select when creating
new requests

Operational Category

Operational Category associated with the Operational Name. Available
values are Exercises, Major Disasters, Named Contingency, Operational
Support, and Planned Operations.

Description

This is the short description of the Operational Name that is being setup

Long Description

This is the long description of the Operational name that is being setup

Operational Name:

Long Description:

Operational Name Setup

st e Find | ViewAl  First Kl 1.0r1 B Laat
(=]
Effective Date: 01/01/1901 [+
Status:
Operational Category: | Major Disasters ~
Description: HURRICANE JOAQUIM

HURJC

79357 - HURRICANE JOAQUIN

4. Click the Save button at the bottom of the page to commit the changes.

NOTE: Creating a new Operational Name does not create a new RSV order Contingency ID.
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5.1.2 Modify an Operational Name

1. To modify an Operational Name, click the Operational Name link in the Mobilization pagelet.

Mobilization Request Tasking Command

Member Search ICS Command

Reguirement Sourcing IOgeratinnaI Mame I
Requirement Mavigator Force Element Setup
Sourcing History Add a Person

Mty hobilization rovals

2. Use the Search record to pull up the Operational Name using the available fields.

Operational Name

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Operational Name: hegins with |

Operational Category: = v v|
Description: begins with ||

Description: begins with v||

[Tinclude History [correct History [ case sensitive

search | Clear | Basic Search [§] Save Search Criteria

3. Click the Search button and select the Operational Name to be modified.

Search Results
First ] 1-130f18 [[J Last

AROIL Ma Disast ARGO OIL SPILL SF'ILL G16001 - ARGO OIL SPILL
EBOLA MajDisast DHS RFA - EBOLA 793852 - DHS RFA - EBOLA
HERCU MajDisast HERCULES 265 33273 - HERCULES 265
HURAR MajDisast HURRICANE ARTHUR 79862 - HURRICANE ARTHUR

4. Click the *l sign in the top right corner of the Operational Name Details box to insert a new
effective dated row.

10
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Operational Name Setup

Operational Name: EBCLA
Operational Name Details Find | View Al First B 1 or1 B Last
Effective Date: p1o11go1 [ Fe——
Status:
Operational Category: [ Maior Disasters v
Description: |DHS RFA - EBOLA
Long Description: 79352 - DHS RFA - EBOLA

NOTE: A new Operational Name row is created with the current date populated in the Effective

Date field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields
that were populated on the previous Operational Name row will be brought forward and
populated on the new row.

(Operational Name Setup

Operational Name: EBCLA

Dperational Name Details Find | View All = 4] 1oz O =
=]
| Effective Date: (0342017 |5 |
Status:
Operational Category: [ Maior Disasters W)
Description: [DHS RFA - EBOLA

Long Description: 79352 - DHS RFA - EBOLA

5. Modify the fields, as needed, as indicated in section “5.1.1 Add an Operational Name”.

NOTE: The Effective Date for the new Operational Name row cannot be prior to the date for the

existing row.

6. Click the Save button at the bottom of the page to commit the changes.

11
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5.2 Force Element
When a Force Element needs to be added or modified in Direct Access, navigate to the following page:

Portal Link: Mobilization > Force Element Setup

Mobilization Request Tasking Command

Member Search 155 Command
Requirement Sourcing Operational Mame
Requirement Mavigator I Force Element Setup I
Sourcing History Add a Person

My hMobilization Approvals

5.2.1 Add a Force Element

1. To add a Force Element, click the Add a New Value tab and click the Add button on the Force
Element page.

Force Element

Find an Existing Value Add a New Value I

Element Id: 0

Add

NOTE: The Element Id will be generated once the Force Element record is saved.

2. Enter the data in each of the fields as indicated below.

12
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Field

Description/Instructions

Effective Date

This is the date the Force Element should be available for users to select
when creating Mobilization Requirements

Status

This is the status of the Force Element: Active or Inactive.

oOnIy Active values will be available for users to select when creating
new requirements

Force Element

Enter the Force Element value

Sub Force Element

Enter the Sub Force Element value. The Sub Force Element will auto-
populate the requirement Title when a force element is selected

Short Title

Enter the Force Element Short Title

ICS Section

Enter the ICS Section associated with the force element. The ICS Section
will auto-populate in the requirement when created

Qualifications

Enter the Qualifications (Competencies, Awards, Licenses &
Certifications, Languages, OSC Codes, Degrees, and Courses) associated
with the force element. These qualifications will auto-populate in the
requirement when created

Primary Duties

Enter the Primary Duties associated with the force element. These duties
will auto-populate in the requirement when created

Force Element Setup

Force Element Id:

Force Element Information

3=
Effective Date: FE ! FHE=
Status:
Force Element: |AIR SUPPORT GROUP SUPERVISOR (ICS -ASGS)

Find | View All LT T

Sub Force Element: |AIR SUPPORT GROUP SUPERVISOR TYPE 3

Short Title: [asGz3

First B0 1001 B Lot

£ind | (71

ICS Section: [Cperations

v]

~ Qualifications

Find | First B0 g opt B ot

Primary Duties:

AIR SUPPORT GROUP SUPERVISOR - The ASGS is primarily responsible for
supportiing aircraft and aircrews. This includes providing fuel and other supplies

FH =

@ First Bl 1ot B et

3. Click the Save button at the bottom of the page to commit the changes.

5.2.2 Modify a Force Element

1. To modify a Force Element, click the Force Element Setup link in the Mobilization pagelet.

13
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Mobilization Eid

Tasking Command
ICS Command

Operational Mame

Requirement Mavigator I Force Element Setup I
Sourcing History Add a Person

Iy Mobilization Approvals

2. Use the Search record to pull up the Force Element using the available fields.

Force Element

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Element Id: = ||

Force Element: begins with v ||
Sub Force Element: | begins with ||
Short Title: begins with ||

[correct History [ case sensitive

[ include History

Search | Clear | Basic Search [F] Save Search Criteria

3. Click the Search button and select the link for the Force Element to be modified.

Search Results
Only the first 300 results can be displayed.

First ] 1-1000f300 [ Last

Sub Force Element

1 ADMIM UNIT LEADER (ICS-ADMN1) ADMIN UNIT LEADER TYPE 1 ADMINA

2 ADMIM UNIT LEADER {ICS-ADMN1) ADMIN UNIT LEADER TYPE 3 ADMING

) ADMIMISTRATION UNIT ADMINISTRATION UNIT ADMIN

4 ADMIRALS AIDE ADMIRAL AID ADM AIDE

| 5 AlIR OPERATIONS BRANCH DIRECTOR (ICS - AOBD) AIR OPERATIONS BRANCH DIRECTOR TYPE 3 AOW |

8 AIR OPS BOSS AR OPS BOSS AR OPS

i AIR SUPPORT GROUP SUPERVISOR (ICS -ASGS) AIR SUPPORT GROUP SUPERVISOR TYPE 3 ASGS3

a AIR TACTICAL GROUP SUPERVISOR (ICS - ATGS) AIR TACTICAL GROUP SUPERVISOR TYPE 3 ATGS3

4. Click the [+] sign in the top right corner of the Force Element Information box to insert a new
effective date row.
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Force Element Setup

Force Element Id: 5
Force Element Information e — o - o -
.E_
Effective Date: p1/01/1801  [5)
status:
Force Element: |AIR OPERATIONS BRANCH DIRECTOR (ICS - ACED)

Sub Force Element: AIR OPERATIONS BRANCH DIRECTOR TYPE 3

Short Title: |ACBD3

ICS Section: [Operations v

NOTE: A new Force Element row is created with the current date populated in the Effective Date
field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields that
were populated on the previous Force Element row will be brought forward and populated on the

new row.
Force Element Setup
Force Element Id: 5
Force Element Information e o o o ae
=l

| Ciective Date: [D3r14/2017  [5] |
Status:
Force Element: |AIR OPERATIONS BRANCH DIRECTCR (ICS - ACBD)
Sub Force Element: |AIR OPERATICNS BRANCH DIRECTOR TYPE 3
Short Title: |a0BD3
ICS Section: [Operations |

5. Modify the fields as needed, as indicated in section “5.2.1 Add a Force Element”.

NOTE: The Effective Date for the new Force Element row cannot be prior to the date of the new
row.

6. Click the Save button at the bottom of the page to commit the changes.

5.3 Tasking Command

When a Tasking Command needs to be added or modified in Direct Access, navigate to the following
page:

Portal Link: Mobilization > Tasking Command
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Mobilization
Mobilization Request
Member Search
Reguirement Sourcing
Reguirement Navigator

Sourcing History

My hobilization rovals

Tasking Command

ICS Command
Operational Name

Force Element Setup
Add a Person

Add a Tasking Command

To add a Tasking Command, click the Add a New Value tab on the Tasking Command page.

Tasking Command

Find an Existing Value Add a New Value

Add

Tasking Command:

Enter the Tasking Command and click the Add button.

Tasking Command

Add

Eind an Existing Value Add a New Value

Tasking Command: |4ITSC

NOTE: The Tasking Command field is limited to (5) characters. Users can enter more details for
the Tasking Command once on the setup page.

Enter the data fields as indicated below.

Field

Description/Instructions

Effective Date

This is the date the Tasking Command should be available to users to
select when creating Mobilization Requirements

Status This is the status of Tasking Command: Active or Inactive
oOnIy Active values will be available for users to select when creating
new requirements

Description This is the short description of the Tasking Command that is being setup

Long Description

This is the long description of the Tasking Command that is being setup
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Tasking Command

Tasking Command: 4ITSC

Tasking Command Details Find | View All et o ‘o1 ] et
Effective Date: 0110171901 [ =
Status:

Description: |cG-cHTSC

Long Description:

CG C4IT SERVICE CENTER

4. Click the Save button at the bottom of the page to commit the changes.

5.3.2 Modify a Tasking Command

1. To modify a Tasking Command, click the Tasking Command link in the Mobilization pagelet.

Mobilization
Mobilization Request
Member Search
Reguirement Sowrcing

Requirement Navigator

Sourcing History

My hobilization Approvals

Tasking Command

ICS Command

Operational Name

Force Element Sefup
Add 8 Person

2. Use the Search record to pull up the Tasking Command using the available fields.

Enter any information

Description:
Description:

[ include History

Tasking Command

Find an Existing Value Add a New Value
* Search Criteria

Tasking Command:

you have and click Search. Leave fields blank for a list of all values.

begins with ||
begins with ||
begins with w||

[ case Sensitive

3. Click the Search button and select the link for the Tasking Command to be modified.
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Search Results

First [l 1-28cf2e fJ Lsst

Description
4ITSC CG-CAITSC ~ CG CAIT SERVICE CENTER
ALC CG-ALC CG AVIATION LOGISTICS CENTER
[APC CG-APO CG ASSET PROJECT OEFICE |
COMDT COMDT TG COMMANDANT
csc CG-CSC  CG COMMUNITY SERVICES COMMAND

4. Click the [*+] sign in the top right corner of the Tasking Command.

Tasking Command

Tasking Command: AFO

Tasking Command Details Eind [ View AN First B 1 or1 B Lot
Effective Date: [01/011801 |[3] =1
Status:
Description: |c{3_,q|:rD

Long Description:  |CG ASSET PROJECT OFFICE

NOTE: A new Tasking Command row is created with the current date populated in the Effective
Date field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields
that were populated on the previous Tasking Command row will be brought forward and
populated on the new row.

Tasking Command

Tasking Command: AFO

Tasking Command Details - First 'n o2 u o
Effective Date: 03114/2017 5 =
status:

Description: [CG-APO

Long Description:  |CG ASSET PROJECT OFFICE

5. Modify the fields as needed, as indicated in section “5.3.1 Add a Tasking Command”.

NOTE: The Effective Date for the new Tasking Command cannot be prior to the date for the
existing row.
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6. Click the Save button at the bottom of the page to commit the changes.

5.4 1CS Command

When an ICS Command needs to be added or modified in Direct Access, navigate to the following page:

Portal Link: Mobilization > ICS Command

Mobilization Xl

Mobilization Request Tasking Command
Member Search 15 Command
Requirement Sourcing Operstional Name
Requirement Mavigator Force Element Setup
Sourcing History Add a Person

My hobilization rovals

5.4.1 Addan ICS Command

1. Toaddan ICS Command, click the Add a New Value tab on the ICS Command page.

ICS Command

Find an Existing Value Add a New Value

ICS Command:

Add

2. Enter the ICS Command and click the Add button.

ICS Command

Find an Existing Walue Add a New Value

ICS Command: D11IMT

Add

NOTE: The ICS Command field is limited to (5) characters. Users can enter more detail for the
ICS Command once on the setup page.

3. Enter the data in each of the fields as indicated below.
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Field Description/Instructions

Effective Date This is the date the ICS Command should be available to users to select
when creating Mobilization Requirements

Status This is the status of ICS Command: Active or Inactive

0Only Active values will be available for users to select when creating
new requirements

Description This is the short description of the ICS Command that is being setup
Long Description This is the long description of the ICS Command that is being setup

ICS Command: DA1IMT

ICS Command Details Find [ View Al Eirst BB 4051 BN Last
Effective Date: 01/011801 [ =]
[

Description: D11 IMT

Long Description: |INCIDENT MANAGEMENT TEAM - DISTRICT ELEVEN

4. Click the Save button at the bottom of the page to commit the changes.

5.4.2 Modify an ICS Command

1. To modify an ICS Command, click the ICS Command link in the Mobilization pagelet.

Mobilization [ & ¥ |

Mobilization Request Tasking Command
Member Search ICS Command
Reguirement Sourcing Operational Name
Reguirement Mavigator Force Element Setup
Sourcing History Add a Person

My hobilization rovals

2. Use the Search record to pull up the ICS Command using the available fields.
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ICS Command

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

ICS Command:| begins with ||
Description: | begins with ||
Description: | begins with ||

[ include History [correct Histary [Icase Sensitive

Search | Clear | Basic Search [§] Save Search Criteria

3. Click the Search button and select the ICS Command to be modified.

Search Results

Wiew All First [l 148of4s [ Last
CYBIMT CYBER SHIELD IMT INCIDENT MANAGEMENT TEAM - CYBER SHIELD

D11IMT D11 IMT INCIDENT MANAGEMENT TEAM - DISTRICT ELEVEN

D13IMT D13 IMT INCIDENT MANAGEMENT TEAM - DISTRICT THIRTEEN

D14IMT D14 IMT INCIDENT MANAGEMENT TEAM - DISTRICT FOURTEEN

D17IMT D17 IMT INCIDENT MANAGEMENT TEAM - DISTRICT SEVENTEEN

DAIMT D1 IMT INCIDENT MANAGEMENT TEAM - DISTRICT ONE

4. Click the [*+] sign in the top right corner of the ICS Command.

ICS Command

ICS Command: D13IMT

ICS Command Details Find | view Al First BN 1 or1 B Las
Effective Date: 01/01/1901  [3] [
o
Description: |D1 3IMT

Long Description: | /NCIDENT MANAGEMENT TEAM - DISTRICT THIRTEEN

NOTE: A new ICS Command row is created with the current date populated in the Effective
Date field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields
that were populated on the previous ICS Command row will be brought forward and populated on
the new row.
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ICS Command

ICS Command:

DA3IMT

ICS Command Details Find | Viewan  First Bl 1072 O Last
| Effective Date: 03/14/2017  [3] | =
e —
Description: |D1 3IMT
Long Description: | 'NCIDENT MANAGEMENT TEAM - DISTRICT THIRTEEN

5. Modify the fields as needed, as indicated in section “5.4.1 Add an ICS Command”.

NOTE: The Effective Date for the new ICS Command cannot be prior to the date for the existing

row.

6. Click the Save button at the bottom of the page to commit the changes.

6 MOBILIZATION REQUESTS

This section provides instructions for viewing and adding a new Mobilization Request. When request
information is received and ready to be entered into Direct Access, navigate to the following page:

Portal Link: Mobilization >

Mobilization

Mobilization Request

Mobilization Request

Tasking Command

Member Search

Requirement Sourcing

Requirement Navigator

Sourcing History

My Mobilization rovals

ICS Command

Operational Mame

Force Element Setup

Add a Person

6.1 Viewing Request Information

1. Follow the steps in section “6 Mobilization Requests” to navigate to the Mobilization Request

page.

2. Use the Search record to pull up the Request using the available fields.

22



Direct Access Mobilization System User Guide

Mobilization Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Request Nbr: |= vl
Request Type:|= v |
Request Title: [begins with ||
Date Created: |= v E
Search | Clear | Basic Search [§] Save Search Criteria

3. Click the Search button and select the request to view the data fields.

Mobilization Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Request Nbr: | = hd |

Request Type:| = hd | | v|
Request Title: |bagins with ~|[YEL3%

Date Created: = vl o el

Search I Clear I Basic Search [E] Save Search Criteria

Search Results

First ] 14cf4 [ Last

Request Nbr|Request Type Request Title Date Created
10000004  |1& YELLOW OPS 1 0311472017
10000005 1A YELLOW OPS SUPPORT 1 D3M1472017
10000006 1A YELLOW OPS SUPPORT 2 03142017
10000007 1A YELLOW OPS TEAM LEAD D3M14/2017

6.1.1 Request Data
The Request Data page is used to enter and manage data regarding IA and PRL requests.
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I Request Data | Manage Requirements Audit

Request Nbr: 10000006 Date Created: 03/14/2017 Request Type:  Individual Augmentation
- Clon
*Request Title: [VELLOW OPS SUPPORT 2 SetID: nooin | Q -
*Requesting Dept: 007037 QU MSST HONOLULU (91107) Requesting OPFAC: 34283
*Destination Dept: 0arasy L MSST HONOLULW (21107) Destination OPFAC: 34263
*Grouping Category: cs Q CONTINGENCY SUPPORT “Operational Name:  [YELOF (L vELL oW OPS SUPPORT
Mission Assignment Nbr: | Requested By: Q
Phone: Email:
Comments:
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Field Description/Instructions

Request Nbr Display only request number auto-generated when the request is created
Date Created Display only date the request is created

Request Type Display only request Type of Individual Augmentation OR Pre defined

Requirement List. Value is selected when a new request is created

*Request Title

Title of the request. Field can be used to capture Event Name — Unit Short
Title — ICS 213 RR form number. This field has a (50) character limit

Clone

Used to clone requests and associated requirements

Set ID

Required to select the appropriate CG requesting and destination departments.
For CG departments use 00010

*Requesting Dept

Department ID of the requesting department

Requesting OPFAC

Display only OPFAC associated with the requesting department

*Destination Dept

Department ID of the destination department

Destination OPFAC

Display only OPFAC associated with the destination department

Grouping Category

Grouping Category associated with the request. This is the list of Duty
Purpose values from Reserve Orders

*Qperational Name

Operational Name associated with the incident or disaster the request will
support

Mission Assignment
Number

Mission Assignment Number associated with the request. This field has a (30)
character limit

Requested By

Emplid of the request POC

Phone Defaults the business phone number associated with the Emplid entered, but
allows the user to update as needed

Email Defaults the business email associated with the Emplid entered, but allows the
user to update as needed

Comments Remarks/comments specific to the request

6.1.2 Manage Requirements

The Manage Requirements page allows the user to take various actions on requirements that are
associated with a request.

Request Nbr:

Manage Requirements

10000006 Date Created:

03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Status: |

V‘ Pnpu\ate‘ Create New R

Add Existing Requirement  Clene Requirement

Reauirement Information

slectAll |

Deselect All

PST CACO

PST CACO

PST CACO

PST CACO

Approve

Mass Update Delete Requirement Generate RFF

Personalize | Find | View 41 | 00 3§

Draft Volunteer 03/1132017  11/30/2017 PAC AREA

Draft Volunteer 03132017 1113072017 PAC AREA

Draft Volunieer 031132017 113012017 PAC AREA

Draft Volunteer 03/1322017  11/30/2017 PAC AREA

Group Action: Go
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Request Nbr:

10000006 Date Created:

w Requi st irsment  Clone Requitement
Status: | ™| Popu|ate‘ Create New Requirement  Add Existing Requirement  Clone Requirement

0342017

Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Requirement Information

r’ﬁ

[ Sourcing & Approvalinfo ||

Mass Update Delete Requirement Generate RFF

First K 1.40rs B

Personalize | Find | View 4l | & | 38

1 O 10001 PST CACO

2 O 10002 PST CACO Draft

3 O 10003 PST CACO Draft

4 [0 10004 PST CACO Draft

Select All | Desalect All Approve Group Action: ﬂ
Field Description/Instructions
Request Nbr Display only request number auto-generated when the request is created
Date Created Display only date the request is created
Request Type Display only request Type of Individual Augmentation OR Pre defined

Requirement List. Value is selected when a new request is created

Request Title Display only field defaulted from the title entered on the Request Data

page

Requirement Status

Used to filter/display grid results by requirement status. Available values
include:

Draft — Requirement created and saved, but not approved

Open — Requirement approved and now open for candidates to apply (If
Available for Volunteers box is checked)

Filled — Member has been selected to fill the requirement, but not
sourced

Partially Sourced — Member has been partially sourced to the
requirement as indicated by Tasking Status

Fully Sourced — Member has been fully sourced to the requirement as
indicated by Tasking Status

Cancelled — Requirement has been cancelled

Populate

Used to populate the Requirement Information grid according to the
requirement status selected. Also used to refresh the grid

Create New Requirement

Clicking the link takes the user to the Requirement Details component to
create a new requirement. The saved requirement will display in the
Requirement Information grid in a Draft status until approved

Add Existing Requirement

Clicking the link takes the user to the Add Requirements page which
allows the user to add existing requirements to the request they are
working with. The new requirements will display in the Requirement
Information grid in a Draft status until approver

Clone Requirement

Allows the user to clone selected requirements. The new requirements
will display in the Requirement Information grid in a Draft status until
approved

Mass Update

Clicking the link takes the user to the Mass Update page to update the
requirements selected in the Requirement Information grid

Delete Requirement

Used to delete requirements from the request. 0 Only Mobilization
Admin users can delete requirements. Requirements with member
listed in the candidate pool cannot be deleted
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Generate RFF

Users can select one or many requirements to generate a RFF message in
a new window

Select All Used to check all of the Select boxes in the Requirement Information grid

Deselect All Used to uncheck all of the Select boxes in the Requirement Information
grid

Group Action Allows the user to mass approve or mass cancel requirements

Go Takes the user to the page to enter required comments to cancel the

selected requirement(s)

Requirement Information G

rid — Requirement Details

Select

Checkbox used to select requirements for cloning, RFF generation, mass
update, mass approval/cancellation, and deletion

Requirement Number

Requirement number. Clicking the link will take the user to the
Requirement Details page

Requirement Title

Display only requirement title

Requirement Status

Requirement Status:

Draft — Requirement created and saved, but not approved

Open — Requirement approved and now open for candidates to apply (If
Available for Volunteers box is checked)

Filled — Member has been selected to fill the requirement, but not
sourced

Partially Sourced — Member has been partially sourced to the
requirement as indicated by Tasking Status

Fully Sourced — Member has been fully sourced to the requirement as
indicated by Tasking Status

Cancelled — Requirement has been cancelled

Mission Classification

Mission Classification of the requirement. Available values are: Critical
or Volunteer

Team Title Team Title associated with the requirement
Begin Date Begin Date of the requirement

End Date End Date of the requirement

Rate Rate required for the requirement

Tasking Command

Tasking Command associated with the requirement

RFF

Used to indicate if a RFF has been generated for the requirement. Box
will be checked if a RFF has already been generated

Order Template

Used to indicate if an Orders-Ready message has been generated for the
requirement. Box will be checked if an Orders-Ready message has
already been generated

Requirement Information G

rid — Sourcing & Approval Info

Empl ID Emplid of the member that has been sourced to the requirement
Sourced Member Name of the member that has been sourced to the requirement
Created By Emplid of the member that created the requirement

Originator Name Name of the member that created the requirement

Approver Name of the member that approved the requirement

6.1.3 Request Audit

The Request Audit page shows an audit record of changes to the Request Data page and requirement
approvals and cancellations for all requirements attached to the request.
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—
RequestData | Manage Requirements | Audit

Request Nbr: 10000006

Approval History

Date Created: 03/14/2017

Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Requirement Nor Requirement Title

Field Description/Instructions

Request Nbr Display only request number auto-generated when the request is created

Date Created Display only date the request is created

Request Type Display only request Type of Individual Augmentation OR Pre defined
Requirement List. Value is selected when a new request is created

Request Title Display only field defaulted from the title entered on the Request Data

page

Requestor ID

Emplid of the user that approved or cancelled the requirement

Name

Name of the user that approved or cancelled the requirement

Requirement Nbr

Requirement number

Requirement Title

Requirement title

Approver ID

Emplid of the user that approved requirement

Name

Name of the user that approved requirement

Date/Time Modified

Date and time the requirement approval was modified

Approval Status

Requirement Approval Status of Approved or Cancelled

Comments

Comments entered when the requirement was approved or cancelled

Request Data Manage Requirements Audit

Request Nbr: 10000006

Approval History

Request History
Summary | RequestData

User ID Name

[Request History

[ Requestpata |

1 YELLOW OPS SUPPORT 2

Date Created: 03/14/2017

e
Grouping Category :::::’r"“ IDestination Deptid |Operational Name [ —-
Ccs

Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

|[Requirement Nor Requirement Title

10001 PST CACO 03/14/2017 10:17:52AM

10002 PST CACO 03/14/2017 10:17:52AM

10003 PST CACO 03/14/2017 10:17.52AM

10004 PST CACO 03/14/2017 10:17.52AM

First B g ors B Last

Personaiize | Find | ()] %

|Datetime Madified |Action |Audit Record Name

031472017 924-13AM Add CG_MOB_REQUEST

ize | Fina | () 8 First B 4 061 B ot

YELLOW OPS

(LS SUPPORT

007037 1108482

Field Description/Instructions

*Request Nbr Display only request number auto-generated when the request is created

Date Created Display only date the request is created

Request Type Display only request Type of Individual Augmentation OR Pre defined
Requirement List. Value is selected when a new request is created

*Request Title Display only field defaulted from the title entered on the Request Data

page

Request History — Summary
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User ID Emplid of the user who created or modified the request
Name Name of the user who created or modified the request
Datetime Modified Date and time the request was modified

Action Action that was taken on the request

Audit Record Name

Name of the table that was updated when the request was updated

Request History — Request D

ata

Request Title

Title of the request

Grouping Category

Grouping Category associated with the request

Requesting Deptid

Department ID of the requesting department

Destination Deptid

Department ID of the destination department

Operational Name

Operational Name associated with the incident or disaster the request will
support

Requested By

Emplid of the Requested By POC

6.2 Create a New Request
Follow the steps below to add a new Mobilization Request.

1. Click the Mobilization Reguest link in the Mobilization portal pagelet.

Mobilization Reguest

Mobilization &~ |

Tasking Command

Member Search

Reguirement Sourcing

Reguirement Mavigator

Sourcing History

My Mobilization Approvals

1E5S Command
Operational Mame

Force Element Setup

Add & Person

2. Click the Add a New Value tab.

Mobilization Request

Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

= Search Criteria

Find an Existing Value Add a New Value

Request Nbr: |= ' |

RequestType:|= V| | V|
Request Title: | begins with ||

Date Created: |= || [

Search |

Clear | Basic Search Q Save Search Criteria

3. Select the Request Type of Individual Augmentation or Pre Defined Requirement List.
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4, Click the Add button.

Mobilization Request

| Adda New value |

Request Nbr:

Request T'_.rpe:| Pre defined Requirement List W

Add

NOTE: The Request Number will be generated once the request record is saved.

5. Enter the Request data as indicated below.

I Request Data

| Audt |

Request Nbr:

Date Created: Request Type: Pre defined Requirement List

*Request Title:

*Requesting Dept:

*Destination Dept:

*Grouping Category:

Phone:

Mission Assignment Nbr:

YELLOWOPRS-SECJUN-212398 SetID: 00010 |Q GClone

Do8324 U SECTORJUNEAU Requesting OPFAC: 37380

008324 Q, SECTOR JUNEAU Destination OPFAC: 37360

cs 4 CONTINGENCY SUBPORT “Operational Name:  |"ELOP QL ve|| 0w OPS SUPPORT

Requested By: Q

Email:

Comments:
Field Description/Instructions
Request Nbr Display only request number auto-generated when the request is created
Date Created Display only date the request is created
Request Type Display only request Type of Individual Augmentation OR Pre defined

Requirement List. Value is selected when a new request is created

*Request Title

Title of the request. Field can be used to capture Event Name — Unit Short
Title — ICS 213 RR form number. This field has a (50) character limit

Clone

Used to clone requests and associated requirements

Set ID

Required to select the appropriate CG requesting and destination departments.
NOTE: For CG departments use 00010
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*Requesting Dept

Department ID of the requesting department

Requesting OPFAC

Display only OPFAC associated with the requesting department

*Destination Dept

Department ID of the destination department

Destination OPFAC

Display only OPFAC associated with the destination department

Grouping Category

Grouping Category associated with the request. This is the list of Duty
Purpose values from Reserve Orders

*Qperational Name

Operational Name associated with the incident or disaster the request will
support

Mission Assignment
Number

Mission Assignment Number associated with the request. This field has a (30)
character limit

Requested By

Emplid of the request POC

Phone Defaults the business phone number associated with the Emplid entered, but
allows the user to update as needed

Email Defaults the business email associated with the Emplid entered, but allows the
user to update as needed

Comments Enter remarks/comments specific to the request

6. Save the page once complete.

Users should be sure to save all new requests prior to adding new requirements. A blank
Request Nbr and Date Created is an indicator that the new request has not been saved.

Request Data

Manage Reguirements Audit

Request Nbr:

Date Created: Request Type: Pre defined Request Title: YELLOWOPS-SECJUN-212398

Reguirement List

Users will receive the following message if attempting to create a new requirement prior to

saving the request.

Current Request data would need to be saved in order to create new reguirement. (20017 ,53)

Please click Save button before creating a new requirement for the request.

OK

If the above message is received, click OK and save the page.

Once the request is saved, requirements can be added. Proceed to section “6.3 Add New
Requirement to Request” to add new requirements to the new request.

6.3 Add New Requirement to Request

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request.
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2. Once on the Request Data page, click the Manage Requirements tab.

Request Data Manage Requirements Audit

Request Nbr: 10000003 Date Created: 03/14/2017 Request Type: Pre defined Requirement List
*Request Title: |‘r‘ ELLOWOPRS-SECJUN-2123838 get ID: 00010 |G, Clone |
*Requesting Dept: 00a3z4 @ SECTORJUNEAU Requesting OPFAC: 37360
*Destination Dept: 008324 A SECTOR JUNEAU Destination OPFAC: 37360
*Grouping Category: [cs @ CONTINGENGY SUPPORT *Operational Name:  "ELOP CL ve1) ow oPs suPPORT
Mission Assignment Nbr: | Requested By: | Q
Phone: Email:

Comments:

3. Click the Create New Requirement link.

ments Audit

RequestData || Manage Requi

Request Nbr: 10000008 Date Created: 03/14/2017 Request Type: Pre defined Request Title: YELLOWOPS-SECJUN-212398

Reguirement List
I Create Mew Requirement I Add Existing Reguirement  Clone Requirement
Requirement Status: I—V‘ Pupulatel

Mass Update Delete Requirement Generate RFF

Reguirement Information

Requirement Details _ |[|oureing &hgpravaliniol) B0
Requ"mm' Requirement Title Requirement Status “'ss'm ’r Begin Date  |End Date I:::::nn RFF  |Order Template

10

Select All ‘ DESE'E”A“l ADD"’VE' Group Action: _IGo

4. Complete the Requirement Details fields as indicated below.
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Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval Audit

Requirement Information

Request Nbr: 10000008 Request Title:  YELLOWOPS-SECJUN-212398 Request Type: Pre defined Requirement List

Requirement Nbr: 10001 Requirement Status: Open

Force Element: 153 (L IngSSTIGATIVE OPERATIONS GROUP SUPERVISOR *Operational Category: | Major Di v|
*Title: [loes : : *Mission Classification:

[Leaniie |TEAM MIAMI Available for Volunteers: [ E|
*Begin Date: 020012017 [ *End Date: 047302017 o Duration {Days): 59.0

Clone Reguirement

Command Information

Grouping Category: CS COMTINGENGY SUPPORT “Tasking Command: |PSC-PSD-55B v]
*ICS Command: [Mot Applicable v *ICS Section: [Intelinvest ~|
Member Information
Reg Region: AD Q Business Unit: [Enlisted CG e Security Cl [SECRET ~|
Rating: BM Q Boatswain's Mate

Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created

Request Title Display only Request Title as entered on the Request Data page

Request Type Display only Request Type selected when request is created

Requirement Nbr Display only Requirement Number generated when the requirement is created

Requirement Status Display only Requirement Status auto updated when different actions are taken
on the requirement

Draft — Requirement created and saved, but not approved

Open — Requirement approved and now open for candidates to apply (If
Available for Volunteers box is checked)

Filled — Member has been selected to fill the requirement, but not sourced
Partially Sourced — Member has been partially sourced to the requirement as
indicated by Tasking Status

Fully Sourced — Member has been fully sourced to the requirement as indicated
by Tasking Status

Cancelled — Requirement has been cancelled

Force Element Use the ““ to select a Force Element value, if applicable. Selecting the “% will
bring up a table of all of the available Force Element values.

Column 1 ‘Element Id’ is the Force Element ID

Column 2 ‘Description’ is the Force Element

Column 3 ‘Description’ is the Sub Force Element

Column 4 € Description’ is the Short Title
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Element Id:
;

LonkuDl Claar ‘ Cancel |355\:Lnnku"

Search Results
Only the first 300 results can b displayed

First il 1-3000f300 I Last

e =
W Deseri Description Deserij

1 ADMIN UNIT LEADER (ICS-ADMN1) ADMIN UNIT LEADER TYPE 1 ADMIN1

2 ADMIN UNIT LEADER (ICS-ADMN1) ADMIN UNIT LEADER TYPE 3 ADMIN3

3 ADMINISTRATION UNIT ADMINISTRATION UNIT ADMIN

4 ADMIRALS AIDE ADMIRAL AID ADM AIDE

Once a Force Element is selected, the Title (Short Title), ICS Section,
Qualifications, and Primary Duties associated with that Force Element will auto-
populate.

*Qperational

Select the Operational Category. Available values include:

Category Exercises, Major Disasters, Named Contingency, Operational Support, and
Planned Operations. 0 Users are required to select a Force Element if
Operational Category Major Disasters is selected

*Title Enter the Requirement Title. If a Force Element is selected, the Short Title will
auto-populate here

*Mission Select the Mission Classification of the requirement. Available values are:

Classification Critical or Volunteer

Team Title Enter the Team Title

Available for o _ _ _ _

Volunteers Users will be required to check this box to make the approved requirement
available for members to apply via self-service. Only requirements with a
status of Open and Available for Volunteers checked will be available for
members via self-service. Requirements will remain posted to self-service as
long as this box is checked and requirement status is Open

*Begin Date Begin Date of the requirement

*End Date End Date of the requirement

Display only duration in days from requirement begin date to end date

Duration of Days
8

Click the Mobilization Notepad to enter comments related to the requirement.
Once in the log click Add a New Note. Once the notes have been entered click
Save. To cancel adding notes, click Return to Note Selection Page and close
the tab

Clone Requirement

Button used to clone the requirement

Grouping Category

Display only Grouping Category as selected on the Request Data page

*Tasking Command

Select the Tasking Command from the drop-down

*|CS Command

Select the ICS Command from the drop-down

*|CS Section

Select the ICS Section from the drop-down

Reg Region

Select the Regulatory Region required for the requirement. Leave blank for any
Reg Region. Available values include:

AD for Active Duty members

NOMIL for Civilian members

RSV for Reservists

Business Unit

Select the Business Unit required for the requirement. Leave blank for any
Business Unit. Available values include:

CIVCG for Coast Guard Civilians

ENLCG for Coast Guard Enlisted members

OFFCG for Coast Guard Officers
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WARCG for Coast Guard Warrant members

Security Clearance Select the Security Clearance required for the requirement. Leave blank for any
Security Clearance

Rating Select the Rating required for the requirement. Leave blank for any Rating

Grades Select the Grade(s) required for the requirement. Use the .+ to enter multiple
values. Leave blank for any Grade(s)

Qualifications Enter the Qualifications (Competencies, Awards, Licenses & Certifications,

Languages, OSC Codes, Degrees, and Courses) required for the requirement.
Qualifications auto-populated from the Force Element table will display in this

section

Special Instructions | Enter any Special Instructions. Use the [+ to enter multiple values

Primary Duties Enter any Primary Duties. Duties auto-populated from the Force Element will
display in this section

Desired Skill Set Enter any Desired Skill Sets

NOTE: Users will get the following error message if trying to save the new requirement without
completing the fields on the Receiving Dept Info page. If this message is received, click OK and
proceed to step 5.

d fields are required. {15.30)

Enter data inte the highlighted fields.

oK |

5. Select the Receiving Dept Info tab and complete the fields as indicated below.
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[ Y == T e
Request Nbr: 10000008 Request Title: YELLOWOPS-SECJUN-212393 Request Type: Pre defined Requirement List
Requirement Nbr: 10001 Title: 10GS Requirement Draft
Status:
Begin Date: 02/01/2017  End Date: 04/30/2017 Duration (Days): 3.0
Destination Dept: 008324 SECTOR JUNEAU *Geographic Location: 40000000 JAPAN
*POC: aQ Secondary POC: Q
*POC Phone: Secondary POC Phone:
*POC Email: Secondary POC Email:
Reporting Instructions:
Field Description/Instructions
Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when request is created
Requirement Nbr Display only Requirement Number generated when the requirement is
created
Title Display only Requirement Title as entered on the Requirement Details
page
Requirement Status Display only Requirement Status
Begin Date Display only Begin Date as entered on the Requirement Details page
End Date Display only End Date as entered on the Requirement Details page
Duration (Days) Display only number of days between Requirement Begin Date and
Requirement End Date
Destination Dept Display only Destination Department as set on the Request Data page
*POC Emplid of receiving department POC
*POC Phone Defaults the business phone number associated with the Emplid entered,
but allows the user to update as needed
*POC Email Defaults the business email associated with the Emplid entered, but
allows the user to update as needed
*Geographical Location Use the “. to select the Geographical Location associated with the
requirement
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City:
State:
Country:

Look Up

Geog Location Code:

State/Country Description: | begins with » |

CAhC

begins with » ||

begins with » |
begins with % |
begins with » |

Clear | Cancel |Elasic Lookup

Search Results
Only the first 300 results can be digplayed.

StatelC ountry =
Description ity

First ] 1-300cf200 [ Lest

’;Cm
0100000040 Alsbama ALABAMA AL USA
010000001 Alabama AUTAUGA AL USA
010000003 Alabama BALDWIM AL USA
010000005 Alabama BAREBOUR AL USA
010000007 Alabama BIBB AL USA
Secondary POC Emplid of the destination department Secondary POC
Secondary POC Phone Defaults the business phone number associated with the Emplid entered,
but allows the user to update as needed
Secondary POC Email Defaults the business email associated with the Emplid entered, but

allows the user to update as needed

Reporting Instructions

Enter any additional instructions associated with the requirement

6. Save the page once complete.

7. Select the Candidates tab to add a candidate to the candidate pool, as needed.

NOTE: This process will be used to add By Name Candidates.

Candidate Types

a. Candidates manually added to requirements while the requirements are in a Draft status
will be identified as Type - BNC. These candidates will receive a BNC Volunteer
Opportunity email informing them that they have been identified as a BNC and providing
instructions for how to apply for requirements via Direct Access.

b. Candidates manually added to requirements after the requirements have been approved
will be identified as Type - Selected.

c. Candidates that apply to requirements via self-service and have NOT been added as a
BNC will be identified as Type - Volunteer.
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Requirement Details | Requirement Posting | Receiving Dept Info

Candidates | Requirement Approval

Request Nbr: 10000008 Request Title:  YELLOWOPS-SECJUN-212388

Request Type: Pre defined Requirement List
Requirement Nbr: 10002 Title: 10GS Requirement Oraft

Status:
Begin Date: 02012017 End Date: 0473012017

Duration (Days): 830
‘Sourced Member

Empl ID: Member Status: Trans ID:
Rank: Clearance: Order Status:
Current Dept:

Begin Date: End Date:

Duration (Days}:

Source Membes
Candidates

Eind | View &1 |
Type  |EmpliD IName m‘aﬁ“" Rank ::im Clearance IDeptid |Dept Name: SPO Deptid ﬂ"_ﬂ:}' |Approver Name Rank S;';‘;"" Selected Sourced
1 Empl ID

O
Member Empl Dz [ a
Empl Record: [oa
Add to List

8. Enter the member’s Emplid in the Member Empl ID field.

Click the Empl Record number field to select the member’s correct employment record.

oThis action is important for members with more than one active employment record. In
the example below, the user has an active CG military employment row and an active CG

Civilian employment row. Users must be sure to select the correct Empl Record to avoid
sourcing an incorrect employment instance.

Look Up Empl Record

Emipl 1D:
Empl Record:| = b |
Last Mame: | beging with |
First Name: [begins with v ||

Look Up | Clear | Cancel |EIasit:Look||.||:_t

Search Results

10. Click the Add to List button.
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Sourced Member

Empl 1D: Member Status:
Rank: Clearance:
Current Dept:
Begin Date: End Date:
Dwration {Daysg):
Candidates
’7 Type  |[EmplID Name mﬂ"“ Rank ::gim Clearance Deptid
1 Empl ID
Member Empl ID: Q
Empl Record: I_D Q
Add to List

The member will be added as Type - BNC.

Sourced Member

Empl ID: Member Status: Trans 1D:

Rank: Clearance: Order Status:

Current Dept:

Begin Date: End Date:

Dwration {Days): g

Member Empl ID: Q,
Empl Record: 0
Add o List

11. Save the page once complete.

12. Select the Requirement Approval tab to approve the requirement.

oAII requirements will remain in a Draft status until approved. Do not approve the
requirement if it should not be available for self-service users to apply.

13. Enter any comments related to the approval, if applicable.

14. Click Approve.
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Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval I Audit

Request Nbr: 10000008 Request Title: YELLOWOPS-SECJUN-212208

Request Type: Pre defined Requirement List
Requirement Nbr: 10001 Title: 10GS Requirement Draft
Status:
Begin Date: 020152017  End Date: 04/30/2017 Duration (Days):  28.0
Route for Approval
Approver: Cancel
Approver Dept:

Approval Status:

Comments:

[————
Requirement Approval Comments

No Comments Entered

15. The Requirement Status will update to Open. The Approval Status will update to Approved.

The comments, if entered, will display under Requirement Approval Comments with a date
and time stamp.

Requirement Details. Reguirement Posting Receiving Dept Info Candidates | Requirement Approval Audit
Request Nbr: 10000008 Request Title:  YELLOWOPS-SECJUN-212398 Request Type: Pre defined Requirement List
Requirement Nbr: 10001 Title: 10GS Requirement Open
Status:
Begin Date: 02012017 End Date: 0413012017 Duration {Days): 9.0
Route for Approval
Approver: Cancel |
Approver Dept: 002817 RESERVE PERS MGMT

I Approval Status: Approved I

Comments: user guide

I

Requirement Approval Comments

at 3142017 at 1:50 PM

user guide

16. Close the Requirement Details tab.

You will be returned to the Mange Requirements page.
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6.4 Clone Requests

The Clone Request functionality can be used to create new requests by cloning existing requests and
associated requirements. Once on the Clone Request page, users will be required to enter all new Request
Data information. The only requirement fields available for update via the Clone Request page are Team
Title, Rate, Grade, Security Clearance, and Emplid of the BNC.

1. Click the Mobilization Reqguest link in the Mobilization pagelet.

Mobilization

Mabilization Request Tasking Command
Member Search 1CS Command
Reguirement Sourcing Operational Mame
Eeguirement Mavigstor Force Element Setup
Sourcing History Add a Person

My Mobilization Approvals

2. Use the Search record to pull up the Mobilization Request to be cloned using the available fields.

Mobilization Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

= Search Criteria

Request Nbr: = v |

RequestType:|= V| | V|

Request Title: | begins with ||
Date Created: |= v ]

Search | Clear | Basic Search E Save Search Criteria

3. Click the Search button and select the request to clone.
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Mobilization Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

+ Search Criteria

Request Nbr: |= W |
Request Type: | = V| | Vl
Request Title: | begins with |'l-'E.‘r‘ELL
Date Created: |= v [
Search | Clear | Basic Search ﬁ Save Search Criteria

Search Results

First n 1-6of & n Las

Request Nbr|Reguest Type Request Title Date Created

0000004 YELLOW OPS 1 031472017

10000005 Q YELLOW OPS SUPPORT 1 D3/1472017
10000006 1A YELLOW OPS SUPPORT 2 03/1 482017
10000007 1A YELLOW OPS TEAM LEAD D3/14/2017
10000008 PRL YELLOWOPS-SECJUN-212398 D3/14/2017

4. Click the Clone button.

e
Request Data Manage Requirements Audit
Request Nbr: 10000004 Date Created: 03/14/2017 Request Type:  Individual Augmentation
YWELLOW OPS 1 - Doo10 Clone
*Request Title: | SetlD: Q
*Requesting Dept: 007758 @ SEC HOU/GAL INVESTIGATE DIV Requesting OPFAC: 37170
*Destination Dept: 008472 Q DDE PAC-2 US FORCES JAPAN Destination OPFAC: TE201
*Grouping Category: Ba |Q Boating Safety Activity “Operational Name:  |"ELOP (. vE(| ow OPS SUPPORT
Mission Assignment Nbr: | Requested By: Q
Phone: Email:
Comments:

NOTE: The Clone Request page will appear. The top of the page will include Request Data
fields for the new request. The bottom of the page will include a list of requirements that can be
cloned from the existing request. At any time, click the Cancel button at the bottom of the

page to cancel the transaction and return to the Request Data page.

5. Complete the request fields as indicated below.
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Clone Requests

Existing Request Title: YELLOW OPS 1

I Clone Request I

Existing Request Nbr: 10000004

*New Request Title:

New Request Nbr:

2 PST CACO
3 PST CACO

4 PST CACO

*Requesting Dept: (I - *Destination Dept: Q
*Grouping Category: ,_ Q *Operational Name: ,— Q
Mission Assignment Nbr: | *Requested By: [ la
*Phone: ’— *Email: [

First B s a0ra B Loce

Bersonslize | Find | view a1 | (1] 2

Select
O
O
O
O

Select All_| Desslect Al

OK

| Cancel‘ Apply |

Field

Description/Instructions

Existing Request Title

Display only title of the request that is being cloned

Existing Request Nbr

Display only Request Number of the request that is being cloned

*New Request Title

Enter the title of the new request

New Request Nbr

Display only Request Number of the new request. The new request number
will be generated once the Clone Request fields are completed and saved

*Requesting Dept

Department ID of the requesting department

*Destination Dept

Department ID of the destination department

*Grouping Category

Grouping Category associated with the request. This is the list of Duty
Purpose values from Reserve Orders

*Qperational Name

Operational Name associated with the incident or disaster the request will
support

Mission Assignment

Mission Assignment Number associated with the request. This field has a (30)

Number character limit
Requested By Emplid of the request POC
Phone Defaults the business phone number associated with the Emplid entered, but
allows the user to update as needed
Email Defaults the business email associated with the Emplid entered, but allows the
user to update as needed
6. At the bottom of the page, use the Select All button or Select checkboxes to select the

requirements that you would like to clone.

Update the Team Title,
will be cloned. The fiel

Rate, and Security Clearance fields as needed for each requirement that
ds can also be left blank.
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Personalize | Find | view 21 | (1] 3
r Requirement Title Team Title Rate ety |EmpiID el o [Name

1 PST CACO [CLONE REQUEST LEAD RET Qs Q Q[ oQ v
2 PST CACO [cLONE TEAM v Q[T Q al _da v
3 PST CACO [CLONE TEAM ET TS o al oq ~
4 PST CACO [ Q Q, Q [} M
Selectan | Desslect 41

oK I Cancel | Apply |

8. To add a member to a requirement that will be cloned, enter the member’s Emplid in the Empl ID

field.

9. Click the Empl Record number field to select the member’s correct employment record.

This action is important for members with more than one active employment record. In the
example below, the user has an active CG military employment row and active CG Civilian
employment row. Users must be sure to select the correct Empl Record to avoid adding and
sourcing an incorrect employment instance.

Look Up Empl Record

Empl ID:
Empl Record:[= ~]
Last Name: |begins with v |
First Name: | begins with ||

Look Up | Clear | Cancel |BEHLLnnh.ID

Search Results

CGA SCIENCE DEPT

o4 LCDR

ACG CGA ACADEMICS DIVISION @ AD-00

10. Once all updates are made, requirements selected and candidates added, click the Apply button.
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Clone Requests

Clone Request

Existing Request Title:  YELLOW OPS 1 Existing Request Nbr: 10000004

*New Request Title: [YELLOW OFS SUPPORT 4 New Request Nbr-

*Requesting Dept: ’WQ DDE FAC-2 US FORCES JAPAN *Destination Dept: [008472 @ DDEPAC-2 US FORCES JAPAN
*Grouping Category: l_ Q, *Operational Name: YELOP |} YELLOW OPS SUPPORT

Mission Assignment Nbr- | *Requested By Q

*Phone: C I *Email:

r [T a— Team Title Rate Security _|EmpiiD Empl

Select
1 PST CACO |cLONE REQUEST LEAD RET QA [Ts QL a & L

2 PST CACO CLONE TEAM AT |3 [T QL Q| o& ]

3 PST CACO [cLoNE TEAM ET Qs 1Q al e ||

4 PST CACO [ Q Q Q| o %]
Setect 1| Desaiect A1

oK | Gancel || Acpy |

NOTE: If the new Request Title already exists, users will get the below message. Click OK,
enter a new unique Request Title and click the Apply button.

| Message |
Mew Regquest Title already existz. Mew Request Title must be unigue

The PeopleCode program executed an Emor statement, which has proeduced this message.

11. Take note of the new Request Number displayed on the page.

12. Click the OK button.
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Clone Requests
Clone Request

Existing Request Title:  YELLOW OPS 1 Existing Request Nbr: 10000004
*New Request Title: [iFELLOW OPS SUPPORT 4 x | New Request Nbr: 10000008 |
*Requesting Dept: (18472 O, DDE PAC-2 US FORCES JAPAN *Destination Dept: 008472 L DDE PAC-2 US FORCES JAPAN
*Grouping Category: [sc Contingency Preparedness *Operational Name: YELOP |O  YELLOW OPS SUPPORT
Mission Assignment Nbr: | *Requested By: ! ] Q
*Phone: *Email:

Personsiize | Find [ view 2l | (2] 3 Fist B0 1qora B Las
r Requirement Title Team Title Rate m& Empl ID E’E“;(d Name Select
1 PST CACO [cLONE REQUEST LEAD aET O[5 | ol oq O
2 PST CACO [cLoNE TEAM amT | [T5 |Q la [ doa O
3 PST CACO [cLONE TEAM ET Qs |q al oq O
4 PST CACO | Q Q al oq O
Select All_ | Desslect Al
I oK ' Cancel I Apply I

You will be returned to the Request Data page for the cloned request. A message will display
with the new Request Number and Requirement Numbers for the cloned requirements.

Message

The new Request Number is 10000005
The new Requirement Mumber{s) ars:

10001 - 10004

13. Click the OK button.

14. Click Return to Search at the bottom of the page to search for the newly created request.

46



Direct Access Mobilization System User Guide

I Request Data ! Manage Requirements Audit
Request Nbr: 10000004 Date Created: 03142017 Request Type:  Individual Augmentafion
*Request Title: [YELLOW OPS 1 SetID: Clons
*Requesting Dept: SLES L SEC HOU/GAL INVESTIGATE DIV Requesting OPFAC:
*Destination Dept: 008472 L DDE PAC-2 US FORCES JAPAN Destination OPFAC:
*Grouping Category: BA O Boating Safety Activity *Operational Name: YELLOW OPS SUPPORT
Mission Assignment Nbr: | Requested By:
Phone: | ] Email:
Comments:
[@Save | [S\Returnto Search || +[ZPrevious in List | +[EMest in List [Eipadd | [EUpdate/Display

15. Click the Clear button.

Mobilization Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

* Search Criteria

Request Nbr: = | | hoooono4 =

Request Type:[= w| [Individual Augmentation |
Request Title: | begins with ||

Date Created: |= vl | el

Search I Clear I asic Search [ Save Search Criteria

Search Results

Reguest Nbr | Reguest Type

10000004 1A YELLOW OPS 1 031402017
10000005 1A YELLOW OPS SUPPORT 1 03142017
10000006 1A YELLOW OPS SUPPORT 2 031452017
10000007 1A YELLOW OPS TEAM LEAD 03142017
10000005 PRL YELLOWOPS-SECJUN-2123598 03/14/2017

16. Use the search fields to search for the new request.
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Mobilization Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value Add a New Value

~ Search Criteria

Request Nbr: | = W |

Request Type:| = e | | Vl
Request Title: [ begins with w||

Date Created: |= ~| EH

Search | Clear I Basic Search [E] Save Search Criteria

Search Results

Request Nbr|Request Type Request Title

10000000 1A MSTC |30 MIAMI OIL SPILL IMT 03/10/2017
10000001 1A JEST REQUEST 03102017
1000000z PRL DEEP WATER OPS 1 D3M22MT
10000003 14 DEEP WATER OPS 2 D3M 42017
10000004 14 YELLOWOPS 1 D3M 42017
10000005 14 YELLOW OPS SUPPORT 1 03142017
10000006 1A YELLOW OPS SUPPORT 2 031472017
10000007 |A YELLOW OPS TEAM LEAD 031472017
10000005 PRL YELLOWOPS-SECJUN-212385 D31 42017

|1DEIEIEIEIEIEI YELLOW OPS SUPPORT 4 D3N 42017 I

=

17. Enter any needed Comments on the Request Data page, and click the Save button to commit the

changes.

Request Data Manage Requirements Audit

Request Nbr: 10000005 Date Created: 031422017 Request Type:  Individual Augmentation
. ) Glon

“Request Title: [vELLOW OPS SUPPORT 4 x Set ID: nooio |Q e
*Requesting Dept: 008472 “L DDE PAC-2 US FORCES JAPAN Requesting OPFAC: 78201
*Destination Dept: 003472 L DDE PAC-2 US FORCES JAPAN Destination OPFAC: 76201

] i : "WELOP
*Grouping Category: AC S Caontingency Preparedness *Operational Name: U YELLOW OPS SUPRORT
Mission Assignment Nbr: | Requested By: Q
Phone: l Email:
Comments:

I [Fsave I";{Re’lum to Search I +[ElPrevious in List +[EMest in List [Expdd | ZUpdsteDisplay
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18. Click the Manage Requirements tab to view cloned requirements.

NOTE: All cloned requirements will be cloned in a Draft status. Users will be required approve
the requirements via the Manage Requirements page in the Mobilization Request component or
via the Requirement Approval page via the Mobilization Requirements component.

Request Data Manage Requirements Audit
—

10000009

Create MNew Requirement
R Pupulamel Create New Requirement
Mass Update

Request Nbr: Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 4

Add Exjsting Requirement  Clone Reguirement

B,
q)

Delste Requirement Generate RFF

Requirement Information

Requirement Details | Sourcing & Approval Info

PST CACO Volunteer CLONE REQUEST LEAD 03132017 11302017 AET

PST CACO "folunteer CLONE TEAM 03A32017  11/3002017  AMT

PST CACO Volunteer CLONE TEAM 03122017 11302017 ET

R
Ooodoao

PST CACO Volunteer 03132017 113002017

Personsiize | Find | View A1 | [

e e e

PAC AREA

PAC AREA

PAC AREA

BAC AREA

19. Follow the steps in section “8.2 Mass Approve Multiple Requirements” to approve multiple
requirements at one time.

7 MOBILIZATION REQUIREMENTS

This section provides instructions for viewing and managing Mobilization Requirements.

7.1 Viewing Requirement Information
Users can search for requirements via Mobilization Request or the Requirement Navigator from the
Mobilization pagelet. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request”
to search for requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing
Requirements via Requirement Navigator” to search for requirements via the Requirement Navigator.

7.1.1 Viewing Requirements via Mobilization Request
1. To search for a requirement via Mobilization Request, click the Mobilization Request link in the
portal pagelet.
Mobilization Request Tasking Command
Member Search ICES Command
Requir S Ouerat
Requirement Mavigstor Force Element Setup
Souwrcing History Add a Person
My Mobilization Approvals
2. Use the steps in section “6.1 Viewing Request Information” to search for an existing request.
3. Select the Manage Requirements tab to view requirements that are associated with the request.
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Request Data Manage Requirements Audit

Request Nbr: 10000008  Date Created: 03/14/2017  Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 4

t Statu | Create Mew Requirement Add Existing Requirement  Clone Requirement
s:

Mass Update Delete Requirement Generate RFF
Requirement Information Personalize |

—_——— e
| Requirement Details Sourcing & Approval Info

Requirement = Mission
| Select |Nbr Requirement Title Requirement Status Classification Team Title Begin Date End Date Rate

1 0O 10001 PST CACO Volunteer CLONE REQUEST LEAD 03132017 1173002017

2 [0 10002 PST CACO Draft Volunteer CLONE TEAM 03132017 117302017 AMT

3 [0 10003 PST CACO Open Volunteer CLONE TEAM 03132017 11302017 ET

4 [ 10004 PST CACO Cancelled Volunteer 03132017 11/30/2017

5 [0 10005 PST CACO Open Volunteer CLONE TEAM 03132017 11302017 AMT

6 [0 10008 PST CACO Draft Volunteer 03132017 11/30/2017
Select All | Deselect Al | Approve | Group Action: _Go |

4. Select a requirement number link to view information related to the requirement.

Request Data Manage Requirements Audit

Request Nbr: 10000009 Date Created: D3/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 4

;] Create Mew Reguirement Add Existing Requirement  Clone Requirement
Status: |

Mass Update Delete Reguirement Generate RFF

1 O 10001 PST CACO Draft ‘olunteer CLOME REQUEST LEAD 03132017 11302017 PAC AREA
2 () 10002 PST CACO Draft Wolunteer CLOME TEAM 03132017 11302017 AMT PAC AREA
3 () 10003 Ap— e Open ‘olunteer CLOME TEAM 03132017 11302017 ET PAC AREA
4 O 10004 PST CACO Cancelled Wolunteer 033207 130m7 PAC AREA
5 O 10005 PST CACO Open ‘olunteer CLOME TEAM 03132017 11302017 AMT PAC AREA
6 () 10006 PST CACO Draft Wolunteer 03132017 11302017 PAC AREA

5. Proceed to section “7.1.3 Requirement Details” to view details regarding requirement
information.

7.1.2 Viewing Requirements via Requirement Navigator

1. To search for a requirement via the Requirement Navigator, click the Reqguirement
Navigator link in the portal pagelet.

Mobilization Request Tasking Command
Member Search IC5S Command
Requir 3 . C : :

I Requirement Mavigstor Force Element Setup
Sowrcing History Add a Person
My Mobilization Approvals
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2. Use one or more of the search fields to search for requirements and click Populate to view the

results.

Requirement Mavigator

Request Nbr:
Requirement Nbr:

Competency:

Populate

Q Request Title: Request Type:
| Requirement Title: Reguirement Status:
Q Tasking Command: =

O Display RFF-Ready Requirements O Display Orders-Ready Requirements

Clear

The table below lists the fields on the Requirements Navigator search page with a description.

Field Description/Instructions

Request Nbr Search for requirements by Request Number

Request Title Search for requirements by Request Title

Request Type Search for requirements by Request Type Individual Augmentation or Pre

defined Requirements List

Requirement Nbr

Search for requirements by Requirement Number. NOTE: A Request Number
is required to search by Requirement Number

Requirement Title

Search for requirements by Requirement Title

Requirement Status

Search for requirements by Requirement Status

Draft — Requirement created and saved, but not approved

Open — Requirement approved and now open for candidates to apply (If
Available for Volunteers box is checked)

Filled — Member has been selected to fill the requirement

Partially Sourced — Member has been partially sourced to the requirement as
indicated by Tasking Status

Fully Sourced — Member has been fully sourced to the requirement as
indicated by Tasking Status

Cancelled — Requirement has been cancelled

Competency

Search for requirements by Competency. NOTE: Only (1) competency can be
entered at a time. Using a competency value will narrow the results to
requirements that have the competency as a qualification

Display RFF Ready
Requirements

Checking this box will display requirements where a RFF has not yet been
generated

Display Orders Ready
Requirements

Checking this box will display requirements with a Requirement Status of
Fully Sourced or Partially Sourced and Orders-Ready message not yet
generated

Populate

Used to populate the grid results based on the search criteria entered

Clear

Used to clear the search criteria and grid results to begin a new search

7.1.2.1 Requirement Navigator Grid Results
Requirement Navigator search results display requirements with their associated request,
approval, and sourcing information.

Requirement Navigator Links:

1. Click the Request Nbr link to open the Request Data for the listed requirement.
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2. Click the Requirement Nbr link to open the Requirement Details for the listed
requirement.

Requirement Detils | Appioal & Souing o || Reestinio )

o

£z

g

110000000 1A MSTC 150 MIAMI OIL SPILL IMT 03202017 032072018 Critical ICP JAX

210000002 PRL DEEP WATER OPS 1 oon2 MALFO- ARE COpen 03132017 11/3072018 MARINE RESPONSE Critical District 7 No Applicable
310000002  PRL DEEP WATER OPS 1 10004 MALFO- ARE Open 03MY2017 0W3072018 MARINE RESPONSE Critical District 7 Not Applicable
410000002 PRL DEEP WATER OPS 1 10005 MALFO-CA COpen 03132017 0H3072018 MARINE RESPONSE Critical District 7 No Applicable

Requirements Navigator Persona | Find [ Vierl | ) it vy B 1o
[RepiemeiDeas || Aporovel & Soursing o | Requstiio. L

T

(000000 A NSTCISOMAMI OILSPILL INT 10001 A
2000002 FRL  DEEPWATEROFS| 10 MALFO- ARE Open

3002 PRL  DEEPWATEROFS 10004 MALFO- ARE Open

41002 FRL  DEEPWATEROFS 10005 MALFO- CA Open

Requlrmnts Navigator Personazo | Find | Viess | B 8 it B vapora M o

Detals || Approvel & Sourgfo.| Request Infa

e

110000000 1A MSTC IS0 MIAMI OIL SPILL INT 10001 008130 D7 INCIDENT MGMT BR (DRM) 002130 D7 INCIDENT MGMT BR (DRM) A
210000002  PRL DEEP WATER OPS 1 10002 MALFO - ARE Open 007744 SECTOR HOUSTOM/GALVESTON DD6738 USS JOHN 5. MCCAIN (DDG-58)
310000002  PRL DEEP WATER OPS 1 10004 MALFO - ARE Open 007744 SECTOR HOUSTON/GALVESTON DD6T38 USS JOHN S. MCCAIN (DDG-58)
410000002  PRL DEEP WATER OPS 1 10008 MALFO-CA Open 007744 SECTOR HOUSTOM/GALVESTON DD6738 USS JOHN 5. MCCAIN (DDG-58)

The table below lists the fields on the Requirement Navigator grid results with a description.

Field Description/Instructions

Request Number Request Number link that takes the user to the Request Data for the listed
requirement

Request Type Request Type of 1A (Individual Augmentation) OR PRL (Pre defined
Requirement List)

Request Title Title of the request the requirement is attached to

Requirement Nbr Requirement Number link that takes the user to the Requirement Details for
the listed requirement

Requirement Title Title of the requirement

Requirement Status The Requirement Status for the listed requirement
Draft — Requirement created and saved, but not approved
Open — Requirement approved and now open for candidates to apply (If
Available for Volunteers box is checked)
Filled — Member has been selected to fill the requirement
Partially Sourced — Member has been partially sourced to the requirement as
indicated by Tasking Status
Fully Sourced — Member has been fully sourced to the requirement as
indicated by Tasking Status
Cancelled — Requirement has been cancelled

Begin Date Begin Date of the requirement

End Date End Date of the requirement

Team Title Team Title associated with the requirement
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Mission Classification

Mission Classification of the requirement

Tasking Command

Tasking Command associated with the requirement

ICS Command

ICS Command associated with the requirement

Requirement Navigator

-A

proval & Sourcing Info

Source Empl ID

Emplid of the member that has been sourced to the requirement

Sourced Member

Name of the member that has been sourced to the requirement

Approver Empl ID

Emplid of the member that approved the requirement

Approver Name

Name of the member that approved the requirement

Requirement Navigator — Request Info

Requesting Deptid

Department ID of the requesting department

Requesting Depart Name

Name of the requesting department

Destination Deptid

Department ID of the destination department

Destination Depart Name

Name of the destination department

3. Select a requirement number link to view information related to the requirement.

Requirement Navigator

Request Nbr- [ a
Requirement Nbr: a
Competency: [REMAMM |

Request Title:

Requirement

‘ Request Type:
Title: | i Status: hd

Tasking Command Q

[pisplay Ord:

[ pisplay RFF-Ready

Populste

110000004 1A YELLOW OPS

210000004 1A VELLOW OPS

210000004 1A YELLOW OPS

410000004 1A YELLOW OFS

1

1

1

1

10001 P e Open 031302017 11302017 Valuntaer PAC AREA UC SANTA BARBARA

10002 PST CACO Open 03122017 11302017 Volunteer PAC AREA UG SANTA BARBARA

0ona. PST CACO Open 03122017 1173072017 Voluntear PAC AREA UC SANTA BARBARA

10004 PST CACO Open 03122017 11202017 Volunteer PAC AREA UC SANTA BARBARA

4. Proceed to section “7.1.3 Requirement Details” to view details regarding requirement

information.

7.1.3 Requirement Details
The Requirement Details page will be used to add and update requirement information for all IA and PRL

requirements.

53




Direct Access Mobilization System User Guide

Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval Audit

Requirement Information

RequestNbr: 10000004 RequestTitle:  VELLOW OPS 1 Request Type: Individusl Augmentation

Requirement Nbr: 10001 Requirement Status: Open

Force Element: (222 | PERSONMEL SUPPORT TEAM CASUALTY ASSISTANGE  *Operational Category: | Operstiansl Support hud

CALLS

“Title: [PST CACO *Mission Classification:

Team Title: | Available for Volunteers: B

*Begin Date: 031122017 |+ *End Date: 13207 |+ Duration {Days}: 263.0

Clane Requirement

Grouping Category: BA Boating Safety Activity *Tasking Command: | PAC AREA, V|
*IC5 Command: ||_|c SAMNTA BARSARA V| *IC5 Section: |C|:H-n|-“3|-||j y|
Member Information
Reg Region: & Business Unit: Security Clearance: | |
Rating: =

First B 4 a1

¢ Dualifications
¢ Special Instructions
¢ Duties and Skills
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Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Number

Display only Requirement Number generated when the requirement is
created

Requirement Status

Display only Requirement Status auto-updated when different actions are
taken on the requirement

Draft — Requirement created and saved, but not approved

Open — Requirement approved and now open for candidates to apply (If
Available for Volunteers box is checked)

Filled — Member has been selected to fill the requirement

Partially Sourced — Member has been partially sourced to the
requirement as indicated by Tasking Status

Fully Sourced — Member has been fully sourced to the requirement as
indicated by Tasking Status

Cancelled — Requirement has been cancelled

Force Element

Force Element associated with the requirement

*Qperational Category

Operational Category of the requirement. Available values include:
Exercises, Major Disasters, Named Contingency, Operational
Support, and Planned Operations

*Title

Requirement Title. If a Force Element value is selected, the Force
Element Short Title is defaulted in this field. Users have the ability to
change the title as needed

*Mission Classification

Mission Classification of the requirement. Available values include:
Volunteer and Critical

Team Title

Team Title associated with the requirement

Available for VVolunteers

0 Used to indicate if requirement will be posted to self-service for
volunteers to apply. Only requirements with a status of Open and
Available for Volunteers checked will be available for members via
self-service.

*Begin Date

Begin Date of the requirement

*End Date

End Date of the requirement

Display only duration in days from requirement begin date to end date

Duration of Days

Allows users to enter comments related to the requirement

Clone Requirement

Button used to clone the requirement

Grouping Category

Display only Grouping Category as selected on the Request Data page

*Tasking Command

Tasking Command associated with the requirement

*|CS Command

ICS Command associated with the requirement

*|CS Section

ICS Section associated with the requirement

Reg Region

Regulatory Region required for the requirement. Available values
include:

AD for Active Duty members

NOMIL for Civilian members

RSV for Reservists

Business Unit

Business Unit required for the requirement. Available values include:
CIVCG for Coast Guard Civilians

ENLCG for Coast Guard Enlisted members

OFFCG for Coast Guard Officers
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WARCG for Coast Guard Warrant members

Security Clearance

Security Clearance required for the requirement

Rating

Rating required for the requirement

Grades

Grades required for the requirement

Qualifications

Qualifications (Competencies, Awards, Licenses & Certifications,
Languages, Officer Specialty Codes, Degrees, and Courses) required for
the requirement

Special Instructions

Special Instructions required for the requirement. Available values
include:

Female Only
Male Only
Meeds Cwerseas Baggage
Crverseas Screening

U.5. Passport Required - Blue
.S Pa wired - Red

Primary Duties

Primary Duties required for the requirement

Desired Skill Set

Desired Skill Set required for the requirement

7.1.3.1 Mobilization Notepad
The Mobilization Notepad is used to enter any comments or additional information related to the

requirement. The Mobilization Notepad can be accessed by clicking on the =l icon.

Requirement Details ] Requirement Posting Receiving Dept Info Candidates Requirement Approval Aundit

Requirement Information

Request Nbr:

10000004 Request Tite:  YELLOW OPS 1

Request Type:

Requirement Nbr: 10001

Requirement Status:

Individual Augmentation
Open

Force Element: (222 | PERSOMMEL SUPPORT TEAM CASUALTY ASSISTANCE  *Operational Category: | Cperstionsl Support e
CALLS

*Tithe: [PST CACO *Mission Classification:
Team Title: | Available for Volunteers: [+ [E

Begin{ = | Mobilization Notepad

Group

*Mobilization Request Nbr 100000 id
TS Cf

*Mobilization Request Type: 1A

*Mobilization Requirement 1000

Nox ' . , ,
Motes From. (1 Through: ’\
Reg R

Rating

D3MS20MT 10:148M

Direct Sslect Candidate
BNC D2MS201T 10:144M

Desslect Al

Select Al

7.1.4 Requirement Posting

The Requirement Posting is used to capture the requirement qualifications that will be available for
members to see via self-service. This Posting Information is display only and will default Primary
Duties, Desired Skill Set, Eligible Grades, Competencies, OSC Codes, Honors & Awards,
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Languages, Licenses & Certifications, Degrees, Courses, and Special Instructions based on what is
entered on the Requirement Details page.

Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval Audit

Request Nbr: 10000004 Request Title: YELLOW OPS 1 Request Type: Individual Augmentation
Requirement Nbr: 10001 Title: PST CACO Requirement Cpen

Status:
Begin Date: 03/13/2017  End Date: 1113002017 Duration (Days):  282.0

Posting Information
Posting Title: PST CACO

Primary Duties:
PERSOMMEL SUPPORT TEAM CCASUALTY ASSISTAMCE CALL OFFICER is assigned when Coast Guard personnel are seriously injured

Desired Skill Set:
PERSOMMEL SUPPORT TEAM CCASUALTY ASSISTAMCE CALL OFFICER is assigned when Coast Guard personnel are serously injured

Eligible Grades:

Competency:
AE-MAMM - Multiple Airframe Maint Mgmt

Officer Specialty Codes:
CG-04AR13 - MLE-PWCS Ops (OSC)

Honors & Awards:
CGO020 - Off of the Sec of HHE ID Badge

Languages:
PO - Porfuguese

Licenses & Certifications:
BCAERMAT - Aerospace Medicine

Degrees:
BIM - Bachelor Industrial Managemeant

Course:
000236 - PUBLIC AFFAIRS SPECIALIST, SEC

Special Instructions:
U.5. Passport Required - Blue

7.1.5 Receiving Dept Info

The Receiving Dept Info page captures destination department Point of Contact (POC) information,
destination department Geographic Location, and Reporting Instructions.

Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approwval Audit

Request Nbr: 10000004 Request Title: YELLOW QPS4 Request Type: Individual Augmentation
Requirement Nbr: 10001 Title: PST CACO Reguirement Open

Status:
Begin Date: 03132017  End Date: 1173002017 Duration (Days):  263.0

Receiving Unit

Destination Dept: 02472 DOE PAG-2 US FORCES JAPAN *Geographic Loeation: [150210003 | Hawaii CAMP HM SMITH M CORP
*POC: -Q Secondary POC: '7 Q :

*POC Phone: Secondary POC Phone:

*POC Email: 1 Secondary POC Email: |

Reporting Instructions:
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Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between Begin Date and End Date

Destination Dept

Display only Destination Department as set on the Request Data page

*POC Emplid of destination department POC

*POC Phone Business phone number associated with the Emplid entered

*POC Email Business email associated with the Emplid entered

*Geographical Location Geographical Location associated with the requirement

Secondary POC Emplid of the destination department Secondary POC

Secondary POC Phone Defaults the business phone number associated with the Emplid entered,

but allows the user to update as needed

Secondary POC Email

Defaults the business email associated with the Emplid entered, but
allows the user to update as needed

Reporting Instructions

Additional reporting instructions for the member

7.1.6 Candidates

The Candidates page will be used to enter a By Name Candidate for the requirement. It will also display
any candidates that volunteered for the requirement via self-service. The Source Member section will
display the member’s information once they have a Member Status of Sourced for the associated
requirement.

Requirement Detsils | Requirement Posting | Receiving DeptInfo | Candidates | Requirement Approval | Audit

Request Nbr: 10000008

Request Tifle:  YELLOW OFS SUPPCRT 4 Request Type: Individual Augmentstion

Requirement Nbr: 10003 Title: PET CACO Requirement Open
Status:

Begin Date: 03122017 End Date: 1302017 Duration {Days): 2620

Sourced Member

Empl ID: Member Status: Trans ID:

Rank:
Current Dept:
Begin Date

Duration (Days):

Clearance: Order Status

End Date:

Source Member

Candidates

Find|

ENG3 AD SECRET 026503 ?FLC L PR 042822 O

1BNC Active

2 Selected Active GS-T  NOMIL  SECRET 000711 CGIS NEW ENGLAND REGION 042822 O

3 Volunteer i Active MST1 RSV SECRET 002817  RESERVE PERS MGMT 010083 Pending O
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Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between the Begin Date and End Date

Sourced Member

Empl ID

Emplid and name of the member sourced to the requirement

Member Status

Status of the member in relation to the specific requirement. Available
values are:

Sourced — Member has been sourced to the requirement. NOTE: A
member is ‘Sourced’ once the Tasking Status has been updated to
Partially Sourced or Fully Sourced on the Member Source page
Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page

Demobilized — Member has been demobilized from the requirement.
NOTE: A member is ‘Demobilized’ once a Demobilization Date has
been entered on the Member Processing page

Trans ID Reserve Order Trans ID will display if a Direct Access RSV Order has
been generated for the member

Order Status Status of Direct Access RSV Order. Available values are:
Proposed — Initial order has been created
Authorized — Order has been authorized by DXR
Ready — Travel details have been approved. Order is ready for member to
depart
En Route — Departs/Reports approved. Member has departed home unit
Finished — Order execution completed
Cancelled — Order has been cancelled

Rank Rank of the member sourced to the requirement

Clearance Security Clearance of the member sourced to the requirement

Current Dept Current department of the member sourced to the requirement

Begin Date Source Begin Date of the member sourced to the requirement

End Date Source End Date of the member sourced to the requirement

Duration (Days) Number of days member is sourced to the requirement

Candidates

Type Candidate Type of BNC, Selected, or Volunteer.

BNC — Candidates manually added to the candidate pool while the
requirement is in a Draft status

Selected — Candidates manually added to the candidate pool after the
requirement has been approved

Volunteer — Candidates that apply to the requirement via self-service and
have NOT already been added as a BNC
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Empl ID Emplid of the candidate. Click the emplid link to view the member’s CG
Member Info
Name Name of the candidate. Click the Name link to view a list of requirements

the member has been selected to fill. See section “7.1.6.1 Member
Selection History” for details on the Member Selection page

Mobilization Status

The member’s overall Mobilization Status in relation to all requirements.
Available values are:

Active — Member has submitted an application for a requirement OR
member has been added as a BNC or Selected member to a requirement
Selected — Member has been selected to fill a requirement, but not yet
sourced. NOTE: A member is ‘Selected’ if the Select box is checked for
the member in the candidate pool for a requirement AND the member has
not been ‘Sourced’, ‘Mobilized’ or ‘Demobilized’ to the requirement
Sourced — Member has been sourced to another requirement. NOTE: A
member is ‘Sourced’ if the Tasking Status on the Member Source page is
Partially Sourced or Fully Sourced AND the member has not been
‘Mobilized’ or ‘Demobilized’ to the requirement

Mobilized — Member has been mobilized to the requirement. Updates to
this status when a Mobilization Date is entered

Demobilized — Member has been demobilized from the requirement.
Updates to this status when a Demobilization Date is entered

Rank Rank of the member

Reg Region Reg Region of the member

Clearance Security Clearance of the member
Deptid Current department id of the member
Dept Name Current department name of the member
SPO Deptid SPO department id of the member

Command Approval

Command approval status for the application the self-service member
submitted to the requirement. Available values are:

Pending — The command approval is still pending

Approved — The command has approved the member’s application
Denied — The command has denied the member’s application
Withdrawn — The member has withdrawn their application from
consideration OR a sql script was run to withdraw the command’s
approval

Blank — Command approval not applicable. Member was added as a
BNC or Selected candidate type

Approver Name

Name of the command approver the self-service member submitted their
resume approval request to

Rank

Rank of the member that approved the member’s application

Approver Deptid

Deptid of the member that approved/denied the member’s application

Selected

Used to select a member for the specific requirement. This must be
checked in order to source member to the requirement. Only one member
can be selected for a requirement. Once checked and the page saved, the

requirement status will update to Filled

Sourced

Display only checkbox used to indicate the member has been sourced to
the specific requirement. Checkbox automatically updates to checked
when Tasking Status Partially Sourced or Fully Sourced is selected on the
Member Source page
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= Allows authorized users to delete candidates from the Candidate Pool.
Deleting the candidate will remove the candidate’s sourcing record for
the related requirement. NOTE: Members with an order linked to the
requirement cannot be deleted. Members with an Incident Check-In Date
on the Member Processing page cannot be deleted

Member Empl 1D Used to search for the emplid of the member that will be added to the
requirement

Empl Record Used to search for the empl record of the member that will be added to
the requirement. This action is important for members with more

than one active employment record. Users must be sure to select the
correct Empl Record to avoid sourcing an incorrect employment instance
Add to List Used to add the candidate to the list once the Member Empl ID and Empl
Record have been selected

7.1.6.1 Member Selection History
The Member Selection History page shows a list of requirements the member has applied to or
been added to; the member’s selection history; and the member’s sourcing history.

Memhew Selection History
Empl ID: Empl 1D: EmplRed: 0
Rank: LT Requirements Member has been Selected for Parsorasize | Find '] ol sasl
Current Dept: oo7a47 SEC LAKE MICH GP/RDNS ST r ::n Request Title Recuirement Nox | Recpuiresnent Titke e B ’n_“_"f‘; e
Begin Date: 120172017 1 10000002 DEEP WATER OPS 1 10002 MALFO - ARE Fartinly Sourced DM132017 11302018
Duration (Days): 121 210000002 DEEP WATER OPS 1 10005 MALFO - 1A Open DNIM201T 080N

3 10000006 YELLOW OPS SUPPORT 2 10001 COAT Partally Sourced 03132017 117302017 <

4 10000006 VELLOW OPS SUPPORT 2 10005 PST CACO Cancelled 032017 1130017
5 10000009 VELLOW OPS SUPPORT 4 10002 PST CACO Dratt DN 11302017
Member Sourcing History ) : Paronsiz | Find | ] B it B v2002 M Lot
Sourcing Stafu: """”* Request Tide - i = Im:m ""‘"" ‘mm
2 Selested Active | . Begn Dute
Partialy Sourced 10000002 DEEP WATER OPS 1 10002 MALFQ - ARE 12012017 03MRME 03NGR0TT Sourced
Member Empl ID: Q
Parfially Sourced 10000006 YELLOW OPS SUPPORT 2 10001 GDAT 03182017 10/02017 0316/2017 Mobiized
Empl Record: 0a

7.1.7 Requirement Approval
The Requirement Approval page captures the approval status of the requirement.
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Approver:

Approver Dept: 002817

Approval Status: Approved

I
][ ]f " I Requirement Approval I
Request Nbr: 10000009 Request Title: YELLOW OPS SUPPORT 4 Request Type: Individual Augmentaticn
Requirement Nbr: 10003 Title: PEST CACO Requirement Filled
Status:
Begin Date: D3113/2017  End Date: 11302017 Duration (Days):  263.0

Route for Approval

Cancel

RESERVE PERS MGMT

Comments:

.

No Comments Entered

Requirement Approval Comments

Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Route for Approval

Approver

Emplid and name of the user that approved the requirement. Auto-
displays once the approve hits the Approve button

Approver Dept

Department of the approver of the requirement. Auto-displays once
approver hits the Approve button

Approval Status

Approval status of the specific requirement. Available values are:
Approved — Approver has approved the requirement
Cancelled — User has cancelled the requirement

Comments Allows the user to enter comments regarding the requirement approval or
cancellation. NOTE: Users are required to enter comments for
requirement cancellations

Cancel

Allows authorized users to cancel the requirement from this page. o
Requirements that are linked, by Trans ID, to a Direct Access RSV Order
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cannot be cancelled from Mobilization. Users will be required to cancel
the RSV Order. Once the order is cancelled, the associated requirement
will be cancelled

Allows the approver to approve the requirement from this page

Will display all comments, with a date and time stamp, entered on the
Requirement Approval page

Approve
Requirement Approval
Comments

7.1.8 Requirement Audit
The Requirement Audit page shows an audit record of changes to the Requirement Details component
and requirement approval and cancellation.

Requirement Posting Receiving Dept Info Candidates

Approval History

Requirement Details

031472017 3:01:07PM

Parsonslize | Find | View a1 | (1] 2

I Summary | Requirement Detsils | Required Information | Candidate Info
| |Usevl:l [Mame Datetime Modified Action \Audit Record Name

1 03/15/2017 12:23:22PM Change CG_MOBREQ_CANDS
2 03/15/2017 12:23:22PM Change CG_MOB_REQMNTS
3 03/15/2017 10:45:54AM Add CG_MOBREQ_CANDS
4 03/1572017 10:37:51AM Add CG_MOBREQ_CANDS
a3 031472017 3:01:07PM Change CG_MOB_REQMNTS
6 031472017 2:30:12PM Add CG_MOBREQ_CANDS
7| 03/14/2017 2:30:12PM Add CG_MOB_RECQMNTS
8 031472017 2:30:12PM Add CG_MOBREQ_SPCLS

Approval Status (Comments
ved

Appro

Request Nbr: 10000009 Request Title: YELLOW OPS SUPPORT 4 Request Type: Individual Augmentafion
Requirement Nbr: 10002 Title: PST GACO Requirement Filled

Status:
Begin Date: 03132017  End Date: 1113002017 Duration (Days):  263.0

Personaize | Find [ B0] 2 Firt B 1 or1 Bl o

First [0 48 o8 I ot

Approval History

Requirement Details
[ Requirement Details

T

Requirement Posting Receiving Dept Info Candidates

Required Information | Candidste Info

Request Nbr: 10000008 Request Title:  YELLOW OPS SUPPORT 4 Request Type: Individus! Augmentation
Requirement Nbr: 10002 Title: PST CACO Requirement Filled

Status:
Begin Date: 03132017 End Date: 111302017 Duration [Days):  283.0

Approved

Personslice | Find | ] 2 First B 1071 B 1ot

03/14/2017 3:01:07PM

Personsiize | Find | view ) | (0 | # it B0 15008 B Lot

IDatetime Modified cﬁon T — ':h“h“s'e'“‘"‘ g:::‘" on [Begin Date |End Date

03/15/2017

12.23:29M Change

2 ?ggggggn Change PST CACO Open “olunteer 03132017 11/30/2017 AC UcsB Command
0311512017

g 1045.548M =
0311502017

8 1037 514M =

5 anonz Change PST CACO Open Volunteer DMIROIT 1302017 AC ucse Command
0371412017

G 2:30:12PM o
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Requirement Posting Receiving Dept Info Candidates

Request Nbr:

Begin Date:

Approval History

Requirement Details

=

10000009

Requirement Nbr: 10002

031132017

Summary | Requirement Details

Request Title:  YELLOW OPS SUPPORT 4 Request Type: Individual Augmentation
Title: PET CACO Requirement Filled

Status:
End Date: 1173002017 Duration (Days):  263.0

Required Information

Personaiize | Find | (7] 88

=  FoF = [

Approved

031142017 3:01:07PM

‘Candidate Info

03152017

First [0 1.0p1 I Lost

Approval History

Requirement Details

[ fowere

Summary | Recuirement Detsils | Required Imormation | Candidate Info |

12:2322PM Change
037152017
2 12:23:228M Change JA4030000
03152017
8 10:45:544M =
037152017
+ 10:37-51AM =
03142017
5 301.072M Change JA4030000
03142017
& 2:30:12PM =
Requirement Details Requirement Posting Receiving Dept Info. Candidates Requirement Approval Audit
Request Nbr: 100D000S Request Title:  YELLOW OFS SUPPORT 4 Request Type: Individual Augmentaion
Requirement Nbr: 10003 Title: PST CACO Requirement Filled
Status:
Begin Date: 03132017  End Date: 11/3012017 Duration (Days): 2630

<t B 101 B 1ozt

Personsiize | Find | (1] 28

I

Approved

0314/2017 3:01:07PM

Personslize | Find | view 41l | (21| 2

First Kl 180f3 B Lot

Datetime Modified |Alﬁlul| Candidate Type |Candidate |Candidate Name rover Name |Approval Status Selected
031152017

12:2322PM Shenoe B

03152017 e

12:23:20PM ange

03152017

e Add Selerted

031152017 .
e Add Volunteer Pending
03142017

3:01:07PM |FimeE

03142017

2:30:12PM = [

Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title Display only Requirement Title as entered on the Requirement Details
page

Requirement Status Display only Requirement Status

Begin Date Display only Begin Date as entered on the Requirement Details page

End Date Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Approval History

Requestor ID

Emplid of the user who approved the requirement

Name

Name of the user who approved the requirement
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Approver ID

Emplid of the user who approved the requirement

Name

Name of the user who approved the requirement

Datetime Modified

Date and time the approval request was modified

Approval Status

Status of the requirement approval

Comments

Comments entered when approving or cancelling the requirement

Requirement Details — Summary

User ID Emplid of the user who created or modified the requirement
Name Name of the user who created or modified the requirement
Datetime Modified Date and time the requirement was modified

Action Action that was taken on the requirement

Audit Record Name

Name of the table that was updated when requirement was updated

Requirement Details — Requi

rement Details

Requirement Title

Title of the requirement

Requirement Status

Status of the requirement

Mission Classification

Mission Classification of the requirement

Begin Date Begin Date of the requirement

End Date End Date of the requirement
Grouping Category Grouping Category of the requirement
ICS Command ICS Command of the requirement

ICS Section ICS Section of the requirement

Requirement Details — Requi

red Information

Geographic Location

Geographical Location of the requirement

POC Emplid of the destination department POC
POC Name Name of the destination department POC
Secondary POC Emplid of the destination department secondary POC

Special Instructions

Special Instructions associated with the requirement

Requirement Details — Candidate Info

Candidate Type

Candidate Type of BNC or Volunteer

Candidate

Emplid of candidate added to the requirement

Candidate Name

Name of candidate added to the requirement

Approver Name

Name of the command approver the self-service member submitted their
resume approval request to

Approval Status

Status of member’s resume approval

Selected

Indicates if member has been selected for the requirement

7.2 Mass Update Req

uirements

The Mass Update functionality provides users the ability to mass update details for multiple requirements
at one time. Follow the steps below to mass update.

1.

Follow the steps in section “6.1 Viewing Request Information” to find an existing request with

the requirements that need to be updated.

Once on the Request Data page, click the Manage Requirements tab.

Use the Select All button or Select checkboxes to select the requirements to be updated.
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T T T T T LR T Ty

Request Data

Request Nbr: 10000006  Date Created: 03/14/2017  Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 2

. ’—v| F‘opulatel Create New Requirement  Add Existing Requirement  Clone Requirement

q
IMass Update Delele Requirement Generate RFF
Requirement Information ize First Kl 44014 I
Requirement Details | Sourcing & Approval Info

Nor Requirement Title Requirement Status | *2C0 [Team Title BeginDate  |End Date T‘ B RFF

1 O 0001 PST CACO pen Volunteer 03132017 1173072017 PAC AREA
4 O 0002 PST CACO Open Volunteer 0313207 117302017 PAC AREA
3 O 0003 PST CACO Open Volunteer 03132017 11/30/2017 PAC AREA
4] ] 0004 PST CACO Open Volunteer 03132017 11/30/2017 PAC AREA

[(scectrs || DesclectAl|  Aporove|  roup Action: Go

4. Click the Mass Update link.

Request Data Manage Requirements Audit

Request Nbr: 10000006 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 2

Status: ’—V‘ Populatel Create New Requirement ~ Add Existing Reguirement  Clone Requirement

q

IMass Update Delete Requirement Generale RFF

Requirement Information

1 1~ 10001 PST CACO Volunteer 031372017 1173012017 PAC AREA
2 ¥ 10002 PST CACO Open Volunteer 03132017 11302017 PAC AREA
3 ¥ 10003 PST CACO Cpen Volunteer 03132017 11/30/2017 PAC AREA
4 W 10004 PST CACO Cpen Volunteer 03132017 11/30/2017 PAC AREA

TREET

The Mass Update Summary page will display all requirements selected for update on the Manage
Requirements page. NOTE: The user can click the Cancel button at the bottom of the page at any
time to return to Mange Requirements.

Requirement Details | Receiving Dept Info

Request Nbr: 10000005 Request Title: YELLOW OPS SUPPORT 2

Personalize | Find | | Ell 3 Firs! K 1-40f4 O
’7 :ﬁ"ﬂt Requllement Requireme! L :te:hl 5 i Begin Date End Date Tasking Command
10000006 10001 PST CACC 03132017 111302017 PAC
2 10000006 10002 PST CACC Open 03132017 111302017 PAC
3 10000006 10003 PST CACO Open 03132017 11/30/2017 PAC
4 10000006 10004 PST CACO Open 03132017 117302017 PAC
OK Cancel Apply

IMass Update Summary | Reguirement Details | Receiving Dept Info

5. Click the Requirement Details tab.
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Requirement Details | | Receiving Dept Info

Request Nbr: 10000103 Request Title: BLUEOR3=5ECHO-212385

Customize | Find | View 20 | B ) 3 Fit Bl 45085 1 Lact

:;‘j““‘ E;“”"E"'E"" Requirement Title Team Title F;;‘::L'E'“E"t Begin Date End Date Tasking Command
1, 10000103 10001 MTSL3 Draft 0200172017 0973072017 DOL
2| 10000103 10002 MTSL3 Open 020172017 0873072017 DOoL
3 10000103 10003 MTSL3 Draft 0200172017 0973072017 DOL
4| 10000103 10004 MTSL3 Draft 020172017 0873072017 DOoL
5| 10000103 10005 MTSL3 Open 020172017 0973072017 DOL

The Requirement Details page will display.

Mass Update Summary Requirement Details Receiving Dept Info
Requirement Information

Request Nbr: 10000006 Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

Force Element: l— Q Operational Category: | e

Title: | Mission Classification:

Team Title: | Available for Volunteers: [

Begin Date: ’7 E‘] End Date: ’7 E‘] Duration (Days):
Grouping Category: CS CONTINGENCY SUPPORT Tasking Command: | V|
ICS Command: [ w| ICS Section [ v|
Reg Region: [ & Busi wnit: [~ Security Clearance: | v
Rating: Q

6. Follow steps 4-5 in section “6.3 Add New Requirement to Request” to complete the Requirement
Details and Receiving Dept Info pages.

oThe Requirement Details page will be used to update requirement information for all
requirements selected on the Manage Requirements page. The Requirement Details and
Receiving Dept Info pages will be blank. Users will have to manually complete the data fields
that should be updated as part of the mass update. If data is entered in a field on the mass
update pages, the changes will be applied to all selected requirements upon saving. If a data
field is left blank, no changes will be made to those fields on the selected requirements.
Adding values to any of the grids (Grades, Competencies, Degrees, Courses, etc.) will add
values to the grids on the requirements being updated. The Mass Update process will not
delete values from any requirement grid.

7. Click the Apply button on the Receiving Dept Info page once complete. A Saved message will
appear in the upper right corner of the page.
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Mass Update Summary Requirement Details Receiving Dept Info

Request Nbr: 10000006 Request Title: YELLOW OPS SUPPORT 2

Receiving Unit

Destination Dept: 007037 MSST HONOLULU (81107) Geographic Location: | Q
pOC: [ a Secondary POC: [ e
POC Phone: ’7 Secondary POC Phone: ’7
POC Email: [ Secondary POC Email: |

Reporting Instructions:

OK | Cancel || Apply ||

8. Click the OK button at the bottom of the page.

You will be returned to the Manage Requirements page of the selected requirements. A message
will display with the requirements numbers for the updated requirements.

Message

For Reguest Mumber 10000004, below are the Requirement Numbers that were mass updated:

10001
10002
10003
10004

9. Click the OK button.

10. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if requirements are in a
Draft status and need to be approved.

7.3 Add Existing Requirement
The Add Existing Requirements link takes the user to the Mass Add Requirements page. This page is

used to add an existing requirement to a new or existing request. Follow the steps below to add existing
requirements to a request.

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request that
needs to have existing requirements added.

2. Once on the Request Data page, click the Manage Requirement tab.
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3. Click the Add Existing Requirement link.

——y
Request Data Manage Requirements Audit

Request Nbr: 10000006 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2
W R R
Status: Vl Pcpulate' Create New Add Existing Requirement | Clone
Mass Update Delete Requirement Generate RFF

Requirement Information
Requirement Details

1 | 10001 CDAT Volunteer 031372017 11/30i2017 PAC AREA
2 O 10002 CDAT Open Volunteer 03/13/2017  11/30/2017 PAC AREA
3 | 10003 CDAT ‘Open Volunteer 031372017 11302017 PAC AREA
4 O 10004 CDAT Open Volunteer 03/13/2017  11/30/2017 PAC AREA

The Add Requirements page will display.

The top of the Add Requirements page will display a grid for the existing request and
requirements that the user is adding to the new request.

The bottom of the Add Requirements page will display a grid for the requirements that have been
selected to add to the new request.

Add Requirements
Add Reguirements

Request Nbr: 100000/ Request Title: LLOW OPS SUPFPORT 2 Request Type: Individual Augmentation
Request Nbr: Q

This is the request that the
existing requirements will be
addedto

Personalize | Find | “view Al | Ell #H First K 10of1 ] Last

Requirement Mbr  |Requirement Title I Select
1

Select All Unselect Al | Add Row(s)

New Reqmrements Personalize | Find A El ] First K 1 o 1 B 1ast
Candidate Details

NOTE: The user can click the Cancel button at the bottom of the page at any time to return to
Mange Requirements.

4. Use the Request Nbr field to lookup the request that you would like to select requirements from.

A list of existing requirements that are attached to the request will display in the top grid.
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[ Add Requirements

Add Requirements

Request Nbr: 10000006 Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Request Nbr: 10000009 2 YELLCW OPS SUPPORT 4

10001 PST CACO are attached to the requestinthe E=REQUEST LEAD O
Request Nbr search field
2 10002 PST CACO TEAM O
3 10003 PST CACO CLONE TEAM O
4 10004 PST CACO O
5 10005 PST CACO CLONE TEAM O
6 10008 PST CACO O
SelectAll | Unselect Al Add Row(s]

5. Use the Select All button or Select checkboxes to select the requirements that should be added to
the request.

6. Click the Add Row(s) button.

[ Add Requirements
Add Requirements

Request Nbr:

Request Nbr:

10000006 Request Title:

10000003 2

YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

YELLOW OPS SUPPORT 4

10001 PST CACO CLONE REQUEST LEAD v
2 10002 PST CACO CLONE TEAM =
3 10003 PST CACO CLONE TEAM O
4 10004 PST GACO O
5 10005 PST CACO CLONE TEAM v
H 10006 PST CACO %

Select Al |

Unselect Al

Add Row(s]|

The selected requirements will display in the bottom grid to be added to the new request.
7. Repeat steps 4-6 to add additional requirements from other request(s), as needed.

8. Once all requirements have been added, complete the New Requirements grid fields as indicated
below.
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Add Requirements
Add Requirements

Request Nbr: 10000008 Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Request Nbr: 10000008 O YELLOW OPS SUPPORT 4
Personalize | Find | View All | E- First o 1£0f8 o Last
Select

1 10001 PST CACO CLOME REQUEST LEAD E

2 10002 PST CACO CLOME TEAM A

3 10003 PST CACO CLOME TEAM L]

4 10004 PST CACO O

5 10005 PST CACO CLOME TEAM [+

&) 10008 PST CACO i

Select Al | Unzel

ec'.tNII Add Ruwis)l

New Requirements

Requirement Details

2 10000006

3 10000006

4 10000006

1 10000006

Persanalize i 1 First 0 1-4ard o Last

Security Clearance
PST GACO |cLONE REQUEST LEAD Sl NE a,
PST CACO |cLoNE TEAM [amT Q4 [TS Q,
PST CACO |CLONE TEAM lamT QTS Q
PST CACO [ [ a | Q

Field

| Description/Instructions

New Requirements — Requirement Details

Request Nbr

Display only Request Number of the request the requirements are being
added to

Requirement Nbr

Blank field for new requirement numbers that will be generated

Requirement Title

Display only Requirement Title of the requirements that are being added
to the request

Team Title Team Title from the existing requirements that are being added to the
request. Update the Team Title as needed
Rate Rate from the existing requirements that are being added to the request.

Update the Rate as needed

Security Clearance

Security Clearance from the existing requirements that are being added to
the request. Update the Security Clearance as needed

New Requirements — Candid

ate Details

Empl ID

Enter the Emplid of the member that should be added to the requirement
asa BNC

Empl Record

Click the Empl Record number field to select the member’s correct

employment record. This action is important for members with more
than one active employment record. Users must be sure to select the
correct Empl Record to avoid adding and sourcing an incorrect
employment instance

Name

Display only name of the member added to the requirement

Allows the user to delete requirements that should not be added to the
request from the list
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9. Click the Apply button on the bottom of the page once complete. A Saved message will appear in
the upper right corner of the page.

New Requlrements Personalize | Find | View 2 |0 | B First B 4aora BN (oo
Candidate Details

e r——-

10000006 PST CACO ol do =]
2 10000006 PST CACO la [ daq =l
3 10000006 PST CACO al dag =]
4 10000006 PST CACO il dq =]

oK | Cancel II Apply "

NOTE: The new Requirement Numbers will be generated and display in the grid. The numbering
for the Requirement Numbers will be in sequential order following the numbering for the
requirements currently on the request.

New Reﬂ"lreme"ts Personalize | Find | View Al | B0 | B8 First B0 q g opa BN Lot
Candidate Details

e e e

10000006, 10005 PST CACO Q[ o0q [=]
2 10000006 10006 PST CACO a | oq [=]
3 10000006 10007 PST CACO a | oq [=]
4 10000006 10008 PST CACO al| oq [=]

10. Click the OK button at the bottom of the page. The user will be taken back to the Manage
Requirements page.

[ New Reqmreme“ts Personalize | Find | iew All | EI| g First B 1.40ra B Last
Candidate Details :::
’7 Request R""‘“""’“"“‘ Requirement Title Empl ID Rmd

1 10000006 10005 PST CACO Q[ o0 =]
2 10000006 10006 PST CACO a [ o =]
3 10000006 10007 PST CACO Q[ o0 =]
4 10000006 10008 PST CACO Q[ o0 =]

Cancel | Apply |

The user will be returned to the Manage Requirements page for the request the requirements were
added to. A message will display with the requirement numbers for the newly added
requirements.
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For Reguest Mumber 10000008, below are the newly created Requirement Numbers:

10005 - 10003

11. Click the OK button.

12. Click the Populate button to refresh the grid with the newly added requirements.

Request Data Manage Requirements Audit

Request Nbr: 10000006  Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Create New Requirement — Add Existing Requirement — Clone Requirement
Requirement Status: ~| Populate

Mass Update Delete Requirement Generate RFF

Requirement Information
Requirement Details

O 10001 CDAT pen Wolunteer 031132017 11/30/2017 PAC AREA
2 O 10002 CDAT Open Volunteer 03132017 11/3002017 PAC AREA
3 J 10003 CDAT Open Volunteer 03132017 11/30/2017 PAC AREA
4 O 10004 CDAT Open Volunteer 03132017 113002017 PAC AREA

The new requirements will display in the grid with a status of Draft.

Request Data Manage Requirements Audit

Request Nbr: 10000006  Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 2

Lreale New Reguirement
Status: ,—V| F'opu\atel Create New Requirement ~ Add Existing Requirement  Clone Requirement

Mass Update Delete Requirement Generate RFF

Requirement Information

Requirement Details

1 O 10004 CDAT Volunteer 03A3/2017 11302017 PAC AREA
2 O 10002 CDAT Cpen Volunteer 03A32017  11/30/2017 PAC AREA
3 O 10003 CDAT Open Volunteer 03132017 11302017 PAC AREA
4 O 10004 CDAT Cpen Volunteer 03A32017 11302017 PAC AREA
5 O 10005 PST CACO Drait Volunteer CLONE REQUEST LEAD 03132017 113072017 AET PAC AREA
6 O 10006 PST CACO Draft Volunteer CLONE TEAM 03M32017  11/30/2017  AMT PAC AREA
7 O 10007 PST CACO Drait Volunteer CLONE TEAM 03132017 113052017 AWT PAC AREA
a O 10008 PST CACO Draft Volunteer 03A32017 11302017 PAC AREA

13. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if the requirements need
to be approved.

7.4 Clone Requirement
Users can clone requirements via the Manage Requirements and Requirement Details pages. The
Clone Requirement functionality on the Manage Requirements page allows the user to clone one or
many requirements at one time. The Clone Requirement functionality on the Requirement Details page
allows the user to clone a single requirement multiple times.
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Follow the steps in section “7.4.1 Clone Requirement via Manage Requirements” to clone one or multiple
requirements at one time. Follow the steps in section “7.4.2 Clone Requirement via Requirement Details”
to clone a single requirement multiple times.

7.4.1 Clone Requirement via Manage Requirements

1. Click the Mobilization Reqguest link in the portal pagelet.

oD o - Bl
Mobilization Request Tasking Command
Member Search ICS Command
Requirement Sourcing Operational Mame
Requirement Navigator Force Element Setup
Sourcing History Add a Person
My hobilization Approvals

2. Use the steps in section “6.1 Viewing Request Information” to search for an existing request.

3. Once on the Request Data page, click the Manage Requirements tab.

4. Use the Select All button or Select checkboxes to select the requirement(s) to clone.

—_—————
Request Data Manage Requirements Audit

Request Nbr: 10000004  Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1

Lreate New Requirement Add Existing Requirement  Clone Requirement
Requit Status: ]—v‘ F‘opulaﬁel Create New Requirement  Add Existing Requirement ~ Clone Requirement

Iass Update Delete Requirement Generate RFF
Requirement Information Personalize | Find | view Al 20| #8
Requirement Details

First ] 1dofd | Last

PST CACO pen Volunteer 03132017 111302017 PAC AREA

PST CACO Open Volunteer 03132017 1113002017 PAC AREA

PST CACO

Open Volunteer 03132017 11302017 PAC AREA

PST CACO Open Volunteer 03132017 1113002017 PAC AREA

| Select Al || Deseect Al Aporove|  Group Action: Ge

5. Click the Clone Reguirement link.

To==T T Teen

RequestData || Manage Requirements [ [Audit

Request Nbr: 10000004 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1

Status: l—v‘ F‘epu\ahel Create New Reguirement  Add Existing Requirement | Clone Requirement

MMass Update Delete Requirement Generate RFF
Requirement Information First Bl 1.4 ora B Last
[

Wl 10001 PST CACO pen Volunteer 03132017 1173012017 PAC AREA
2 Wl 10002 PST CACO Open Volunteer 03132017 1173012017 PAC AREA
3 O 10003 PST GACO Open Volunteer 03132017 11/30/2017 PAC AREA
4 | 10004 PST CACO COpen Volunteer 03132017 1173002017 PAC AREA
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The selected requirements will be cloned and added to the request with new requirement numbers
in a Draft status.

e

RequestNbr: 10000004  Date Created: 03/14/2017  Request Type: Individual Augmentation Request Title:  YELLOW OPS 1

. X . ; .
Status: ,—|V F'opu\atel Create New Requirement  Add Exisfing Reouirement ~ {lone Reguirement
Generate RFF

q

Delete Requirement

Requirement Information

Mass Update

Personalize | Find | View 1| 2] 8

Requirement Details

F Select ﬁ?““‘""“‘ Requirement Tt
PSLerCOo

Cloned Requirements

- I8 Si0|
|Req|||rement Status |Classiﬁr.aﬁon

e ITeam Title BeginDate  |End Date

=rsonalize | Fi fiew Al iz
[Tasking
Rate |Commend RFF

T e

10001 Volunteer 0313017 11302017 PAC AREA
2 O 10002 PST CACO Open Volunteer 0313017 113002017 PAC AREA
3 O 10003 PST CACO Open Volunteer 03132017 14302017 PAC AREA
4 [0 10004 PST CACO Open Volunteer 03132017 11302017 PAC AREA
5 [ 10005 PST CACO Draft Volunteer 03132017 1173002017 PAG AREA
5 O qu.___ﬁ‘\l.‘m\ Draft Volunteer 033017 11302017 PAG AREA
\ New Requirements
seiect All | Desslect | Appove|  Group ach Go

6. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if the requirements need
to be approved.

7.4.2 Clone Requirement via Requirement Details

1. Follow the steps in section “7.1 Viewing Requirement Information” to search for an existing
requirement via Mobilization Request or the Requirement Navigator.

2. Once on the Requirement Details page, click the Clone Requirement button.

Requirement Approval

i Requirement Details T Requirement Posting

Requirement Information

Individual Augmentation

Receiving Dept Info Candidates

RequestNbr: 10000004 RequestTitle:  YELLOW OPS 1 Request Type:

Requirement Nbr: 10001 Requirement Status: Open

“Operational Category: | Operational Support o

*Mission Classification: |Volunteer v

Available for Volunteers:

263.0 -
Clone Requirement

Force Element: 222 | C PERSONNEL SUPPORT TEAM CASUALTY ASSISTANCE
CALLS

*Title: |PsT caco

Team Title: |

*Begin Date: 03132017 [3 *End Date: 1173002017 5 Duration (Days):

The Clone Requirements page will appear.

3. Enter the Number of New Requirements in the available field.

Clone Requirements

Request Nbr:
10000004

New Requirements

New Requirement Nbr |Requirement Title
1

Requirement Nbr:
10001

Number of New Requirements:

3§

Personalize | Find | View A1l | B | First B0 1 o¢1 I
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4. Click the Apply button on the bottom of the page once complete. A Saved message will appear in

the upper right corner of the page.

Clone Requirements

Request Nbr:
10000004

Requirement Nbr:
10001

s

New Requirements

New Requirement Nbr |Requirement Title
1
Cancel | Apply |

OK

Mumber of New Requirements:

Personalize | Find | View a1 | 20| #

First Kl 1ofi o Last

The new Requirement Numbers and Requirement Titles will display in the grid.

Clone Requirements

Request Nbr:
10000004

Requirement Nbr:
10001

G

New Requirements

New Requirement Nbr |Requirement Title

10007 PST CACO
2 10003 PST CACO
3 10009 PST CACO
4 10010 PST CACO
I 10011 PST CACO

Number of New Requirements:

Personalize | Find |

5. Click the OK button at the bottom of the page.

Clone Requirements

Request Nbr:
10000004

Requirement Nbr:
10001

G

New Requirements

New Requirement Nbr |Requirement Title

10007 PST CACO
2 10003 PST CACO
3 10009 PST CACO
4 10010 PST CACO
5 10011 PST CACO

| OK " Cancel |

Apply

Number of New Requirements:

A
Personalize | Find | “iew Al | EH Rl

First Kl 1-50f 5 n Last
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The user will be returned to the Requirement Details page for the requirement that was cloned. A
message will display with the requirement numbers for the new requirements.

For Reguest Mumber 10000004, below are the newly created Reguirement Mumbers:

10007 - 10011

Click the OK button.
Close the Requirement Details tab.
You will be returned to the Manage Requirements page.

Click the Populate button to refresh the grid with the newly cloned requirements.

——————————
Request Data Manage Requirements Audit
—

Request Nbr: 10000004 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1
Create New Requirement Add Existing Requirement  Clone Requirement
Requi Status: vI Pupmare" gurement

IMass Update Deleie Reguirement Cenerate RFE

Requirement Information
Requirement Details ‘Sourcing & Approval Info

1 1 H000% PST CACO Volunteer 031372017 1113002017 PAC AREA
2 O 10002 PST CACO Open Volunteer 031372017 11/30/2017 PAC AREA
3 | 10003 PST CACO Open Volunteer 03M13/2017  11/30/2017 PAC AREA
4 O 10004 PST CACO Open Volunteer 031372017 11/30/2017 PAC AREA
5 | 10005 PST CACO Draft Volunteer 03M13/2017  11/30/2017 PAC AREA
& | 10006 PST CACO Draft Volunteer 031372017 11/30/2017 PAC AREA

The newly cloned requirements will display in the grid in a Draft status.

Request Data Manage Requirements Audit
—

Request Nbr: 10000004 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1
Status: ,—V| Pupu\amel Create Mew | Add Existing Clone Reguirement
Mass Update Delste Reguirement Generate RFF
Requirement Information Find ] irst - Last
1 O 10001 PST CACO olunteer 031132017 11/3002017 PAC AREA
2 O 10002 PST CACO Volunteer 0311372017 11/30i2017 PAC AREA
3 O 10003 PST CACO Volunteer 0311372017 11/30i2017 PAC AREA
4 O 10004 PST CACO olunteer 031132017 11/30i2017 PAC AREA
2 O 10005 PST CACO Draft Wolunteer 03132017 11302017 PAC AREA
[} O 10006 PST CACO Draft Wolunteer 03132017 11302017 PAC AREA
T O 10007 PST CACO Draft olunteer 031132017 11/302017 PAC AREA
8 O 10008 PST CACO Draft Wolunteer 03132017 11302017 PAC AREA
9 O 10003 PST CACO Draft Volunteer 03132017 11/30i2017 PAC AREA
10 O 10010 PST CACO Draft Volunteer 03132017 11/302017 PAC AREA
L4 | 10011 PST CACO Draft Volunteer 03132017 11/30/2017 PAC AREA
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Follow the steps in section “8.2 Mass Approve Multiple Requirements” if the new requirements
need to be approved.

7.5 Delete Requirement
The Delete Requirement link allows authorized users the ability to delete requirements from a request.
Requirements, in any status, that have candidates listed in the candidate pool cannot be deleted.

1.

Follow the steps in section “6.1 Viewing Request Information” to find an existing request with
the requirement(s) that need to be deleted.

Once on the Request Data page, click the Manage Requirements tab.
Use the Select All button or Select checkboxes to select the requirement(s) to be deleted.

NOTE: Requirements, in any status, that have candidates listed in the candidate pool cannot be
deleted.

——
Request Data Manage Requirements Audit
—

Request Nbr: 10000004 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1

Status: ]—v| Pupu\anel Create New Requirement  Add Existing Requirement ~ Clone Requirement

Mass Update Delste Reguirement Generate RFF
Requirement Information Pesonslize | Find | First W 111 0011 B Last

1| O |00 PST CACO Open Volunteer 03H32017 111302017 PAC AREA
2 D 10002 PST CACO Open Volunteer 03132017 11/30/2017 PAC AREA
3l O |tooo3 PET CACO Open Volunteer 03H32017 1113012017 PAC AREA
4 O |iooo4 PST CACO Open Volunteer 03H32017 111302017 PAC AREA
s| O |iooos PST CACO Draft Woluntesr 03H32017 110302017 PAC AREA
8 O 10006 PST CACO Draft Volunteer 03132017 11/30/2017 PAC AREA
71 O |a;ooz PST CACO Draft Woluntesr 03H32017 110302017 PAC AREA
8| [ |iooos PST CACO Draft oluntesr 03M32017 110302017 PAC AREA
9 O 10009 PST CACO Draft Volunteer 03132017 11/30/2017 PAC AREA
10f O |tooio PET CACO Draft Volunteer 03H32017 111302017 PAC AREA
| O |aooit PST CACO Draft Woluntesr 03H32017 110302017 PAC AREA

Select All Deselect All| Approve | Groun Action: ] e

Click the Delete Requirement link.

53
Request Data Manage Requirements Audit

IRequest Nbr: 10000101 Date Created: 02/22/2017 Request Type: Individual Augmentation Request Title: BLUEOPS-SECCHOU-212300
Create Mew Requirement Add Existing Reguirement Clone Reguirement
Requirement Status: Draft e Populste

IMass Update Delete Reguirement Generate RFF
Requirement Information Customize | Find | View AL | ™ | 1 Firt K1 15075 Y Last
Suwsrgs ot )

prem BRI me e

Team Title Begin Date End Date Rate

mmm Mission Tasking RFF  Order Templste

Nbr Classification Command
1 [} 10013 CDAT Draft Critical 03012017 1003172017 DOL
2 [} 10015 CDAT Draft Critical 03012017 1003172017 DoL
3 ] 10016 CDAT Draft Wolunteer 030172017 | 10/31/2017 DOL
4 [l 10017 CDAT Draft Volunteer 03012017 10312017 DoL
5 [} 10018 CDAT Draft Critical 03012017 1003172017 DOL
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The selected requirements will be deleted. If a candidate is associated with a selected
requirement, users will get the message below.

There are candidates aszociated with requirement 10001. Requirement was not deleted. (0,0)

5. Click the OK button.

The deleted requirements will no longer appear in the grid results. The grid results will now show
as missing requirements and requirement numbers.

RequestData || Manage Requirements | Audit

Request Nbr: 10000004 Date Created: 03/14/2017

Request Type: Individual Augmentstion Request Title:  YELLOW OPS 1

Status: ’—v‘ Pupu\anel Create New Requirement Add Existing Requirement  Clone Requirement
Mass Updste Delste Reguirement Generate RFF

Requirement Information Personslize | Find First B0 16 076 B Lost

Requirement Details

r Select Requirement Status F Begin Date  [EndDate  |Rate g:::m
1 [0 10001 PST CACO Open Wolunteer 031372017 11/3002017 PAC AREA
2 O 10002 PST CACO Open Volunteer 03132017 11302017 PAC AREA
3 O 10003 PST CACO Open Volunteer 03132017 11/302017 PAC AREA
4 O 10004 PST CACO Open Wolunteer 03132017 11302017 PAC AREA
£ O 10005 PST CACO Draft Wolunteer 03132017 11302017 PAC AREA
& (] 10006 PST CACO Draft Wolunteer 03132017 11302017 PAC AREA

7.6 Generate RFF

The Generate RFF link is used to generate the Request for Forces message for the selected requirements.
The message can be generated for any requirement in any status.

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with
the requirements that you wish to generate a RFF for.

2. Once on the Request Data page, click the Manage Requirements tab.

3. Use the Select All button or Select checkboxes to select the requirements that should be included
in the RFF.

RequestDaia || Manage Requirements | Audit

Request Nbr: 10000004 Date Created: 03/14/2017

Lreats New Requirsmsnt
I Status: I—v| Pupulatel Create New Reguirement

Request Type: Individus| Augmentstion Request Title:

Add Existing Requirement  Clone Requirement

Requirement Information
Requirement Detail

Mass Update

Delele Requirement

Personsiize | Find | view & | 1] 2

AEE nd
1 (| 10001 PST CACO Open Volunteer 031372017 1143042017 PAC AREA
O 10002 PST CACO Open Wolunteer 03132017 1143062017 PAC AREA
D 10003 PST CACO Open Wolunteer 03132017 11302017 PAC AREA
O 10004 PST CACO Open Wolunteer 03132017 11302017 PAC AREA
] 10005 PST CACO Draft Wolunteer 03132017 1143042017 PAC AREA
[ 10006 PST CACO Draft Volunteer 03132017 1143062017 PAC AREA
oot ] _osseestan] _somove|  group action: =

First B0 150 B Lot
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4. Click the Generate RFF link.

RequesiDaial] | Manage Requirements | AU

Request Nbr: 10000004 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1

Status: v} Pﬂpu\ahel Create New Requirement  Add Existing Requirement  Clone Requirement

Generate RFF

Mass Update Delete Requirement

Requirement Information

Volunteer 03132017 1173002017
2 Open Volunteer 03132017  1M/3002017 PAC AREA
3 Open Volunteer 03132017 1173002017 PAC AREA
4 Open Volunteer 03132017 1173002017 PAC AREA
5 Draft Volunteer 03132017  1M/3002017 PAC AREA
6 Draft Volunteer 03132017 11/30/2017 PAC AREA

The RFF message will appear with the request and requirement data for the selected
requirements.

RequestNbr: 10000090  Date Created: 12/15/2016  Request Type: Pre defined Requirement  Request Title:  BLUEOPS-SECHOU-212388
List

FM (OPERATIONAL UNIT)

TO CCMPACRRER COGARD ALAMEDR CA //PRC-3// or:

COMLANTAREL COGRRD PORTSMOUTH VA& //LENT-3// or:
Service/Logistica Center [Units under SC or LC cognizance] or:
Sector and District [For District/Sector units]

INFQ COMCCGARD PSC ARLINGTON VA //PSD-SSB//

COGRRD DOL NORFOLE VA

¥ou will cut and paste the below message info into Rdmin OIX. You will hawve to enter data into Fields with {¥XEX}. You will delete
duplicate Reguest and Bequirement Info or irrelevant information from the message.

SUBJ: BEQUEST FOR FCRCES IS0 ELUEOPS-SECHOU-212358, SECTORSANDIEGO: ISC 213RR # [XXXX]} REQUEST# 10000080

- OBTAINING PERSONNEL RESQOURCES TC MEET SURGE REQUIREMENTS, COMDTINST 5400.1 (SERIES)

LANTAREATINST 1330.1, SHORT-TERM PERSCNNEL SUFPPCRT WITHIN ATLANTIC AREA

PRCARERERTNST 13301.1C, SHORT-TEEM PERSONNEL SUPPORT FOR CPERATIONAL AND SUPPORT UNITS WITHIN THE PACIFIC RARER
. CORST GUARD COMPETENCY MANAGEMENT SYSTEM MRNUAL, COMDTINST MS300.2 (SERIES)

1. REQUEST FOR FORCES FOR {CG LANTAREA}. REQUEST IS MISSION CRITICAL AND REQUIRES PERSONNEL TCQ REPORT WITHIN [24/4E8/72} HOURS OR IAW
WITH BELOW REQUIREMENTS:

SRR R

REQUEST REQUIREMENT  TITLE BATE  GRADE CoMP BEGIN DATE END DATE
CORST GUARD AIDS TO

10000090 10003 NAVIGATION TEAM any E4, E5, 03, O3E, 04 2016-12-19  2017-04-30
. El0, E8, E9, 01, OlE, PO .

10000090 10010 LOGS SUBEORT any 0z, 025 03 03k 2016-01-01 2016-12-31

2. REQUIRED CAPABILITIES:

3. RECEIVING UNIT POCS:

L. PRIMARY POC: , PHONE: , EMATL:

B. SECONDARY POC: PHONE: . EMAIL:

4. COMMEND HAS IDENTIFIED POSSIBLE CANDIDATE/S TO FILL REQUIREMENTS ABOVE, REQUEST COMMAND APPROVAL PLEASE SEE REQUIREMENT FOR DETAILS:

REQUEST REQUIREMENT EMELID NAME CURRENT DEPT RANK

10000090 10003 007847 LT

10000090 10010 002817 MST1

5. REPORTING INSTRUCTIONS

REQUEST REQUIREMENT REFORTING INSTRUCTIONS
10000080 10003 test

10000080 10010

. Psh Office (Rdmin) shall take for acticn. Member(s) shall not depart without orders in hand.
RESERVIST/S RRE MINDED TO NWOTIFY THEIR EMPLOYER, PREFERAELY IN WRITING, THAT THEY HAVE BEEN RECALLED TC ACTIVE DUTY
ORDERS INFORMATICH

QUARTERS: {XXHK}

MESSING: {XXEX}

DIRECTED MODE OF TRANSPORTATION: {X¥XX}

REIMBURSEMENT FOR BAGGRGE FEES IS AUTHORIZED.

. WOEK RELATED TELCCM FEES MAY BE CLAIMED WITH RECIEPTS.

OTHER SPECIAL INSTRUCTIONS:

. REQUESTED BY INFC:

HRME: PERS4

PHCONE:

EMATL:

1 h D O e O

5. Copy, paste, and edit the message as needed.
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Click the Return to Search button when complete.

The user will be returned to the Manage Requirements page. The selected requirements will now
have a check displayed in the RFF column of the Requirement Information grid.

Request Data Manage Requirements | Audit

Request Nbr: 10000004  Date Created: 0311412017 Request Type: Individual Augmentation Request Title: YELLOW OPS 1

Status: |—|v F'upula‘[el Lreate New Requirement  Add Pxisfing Requirement  Clone Requirement

Mass Update Delete Requirement Senarate HFE

03132017 117302017

2 O PST CACO Open “Volunteer 03132017 117302017 PAC AREA i
3 O PST CACO Open Volunteer 03132017 11302017 PAC AREA
4 O PST CACO Open Volunteer 03132017 1173002017 PAC AREA
5 O PST CACO Draft “Volunteer 03132017 11/302017 PAC AREA
B O 10006 PST CACO Draft Volunteer 03132017 11302017 PAC AREA

8 REQUIREMENT APPROVALS AND CANCELLATIONS

This section provides instructions for approving and cancelling Mobilization Requirements.

8.1 Approve a Single Requirement

1.

Follow the steps in section “6.1 Viewing Request Information” to find an existing request with
the requirement that you wish to approve.

Once on the Request Data page, click the Manage Requirements tab.

Select the requirement number link for the Draft requirement that needs to be approved

Request Data Manage Requirements Audit

Request Nbr: 10000009 Date Created: 037142017 Request Type: [ndividual Augmentation Request Title: YELLOW OPS SUPPORT 4

Reaqui Status: ’—v‘ Populamel Create New Requirement  Add Existing Requirement  Clone Requirement
Mass Update Delste Requirement Generate RFF

Requirement Information

1 O 10001 PTG Draft ‘oluntesr CLONE REQUEST LEAD 03M32017 117302017  AET PAC AREA
2 O 10002 PST CACO Draft Volunteer CLONE TEAM 03M32017 114302017 AMT PAC AREA
3 O 10003 PST CACO Filled Voluntesr CLONE TEAM 03132017 114302017 ET PAC AREA Y
4 O 10004 PST CACO Cancelled Voluntesr 03M320M7 1143072017 PAC AREA
5 O 10005 PST CACO Open Volunteer CLONE TEAM 03M3I2017 1143002017 AMT PAC AREA i
] O 10008 PST CACO Draft Voluntesr 03132017 11302017 PAC AREA

UL Rl |

The user will be taken to the Requirement Details component.

4. Click the Requirement Approval tab.
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Requirement Details

Requirement Nbr: 10001

Request Nbr: 10000009

CALLS

Request Title:  YELLOW OPS SUPPORT 4

Force Element: [222 2. PERSOMNMEL SUPPORT TEAM GASUALTY ASSISTANGE

“Title: [PsT caco

Team Title: |CLOME REQUEST LEAD

*Begin Date: 031372017 |oy

*End Date: 117302017 |

Requirement Information

Request Type: Individual Augmentation

Requirement Status: Diraft

*Operational Category: | Operational Support ~

*Mission Classification: |Voluntesr

Available for Volunteers: ] E»I

263.0 .
Clone Requirement

Duration (Days):

5. Enter comments, if applicable and click the Approve button at the bottom of the page.

Request Nbr: 10000009

Requirement Nbr: 10001

Begin Date: 0313207

Approver:

Approver Dept:
Approval Status:

Request Title:

Title:

End Date:

Requirement Details Requirement Pesting Receiving Dept Info Candidates Requirement Approval I Audit

YELLOW OPS SUPPCRT 4

PST CACO

11/30/2017

Route for Approval

Request Type: Individual Augmentation
Requirement Draft
Status:

Duration {Days): 263.0

Cancel |

Comments:

Approve |

No Comments Entered

Requirement Approval Comments

The Requirement Status will update to Open and the Approval status will show as Approved.
Any comments entered will display in the Requirement Approval Comments box with a date and

time stamp.
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Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval | Audit

Request Nbr: 10000009 Request Title: YELLOW OPS SUPPORT 4 Request Type: Individusal Augmentation
Requirement Nbr: 10001 Title: PST CACO Requirement Open

Status:
Begin Date: 03132017 End Date: 1143002017 Duration (Days):  263.0

Route for Approval
Approver: Cancel I

Approver Dept: 002817 RESERVE PERS MGMT
Approval Status: Approved I
Comments:

Requirement Approval Comments

No Comments Entered

6. Close the Requirement Details tab.

7. Click the Populate button to refresh the Manage Requirements grid.

Request Data

Request Nbr: 10000009  Date Created: 03/142017 Request Type: Individuzl Augmeniation Request Title: YELLOW OPS SUPPORT 4

Status: vl Populate Create New Requirement  Add Existing Requirement  Clone Requirsment

Mags Update Delete Reguirement Generate RFF

Requirement Information Personalize | Find
Requirement Details
End Date Rate

1 1 10001 PST CACO Draft Voluntesr CLONE REQUEST LEAD 03132017 11/30/2017  AET PAC AREA

2 O 10002 PST CACO Draft Volunteer CLONE TEAM 031132017 11/302017  AMT PAC AREA

3 O 10003 PST CACO Filled Voluntesr CLONE TEAM 03132017 1143002017 ET PAC AREA o
4 O 10004 PST CACO Cancelled Volunteer 031132017 11/30/2017 PAC AREA

5 O 10005 PST CACO Open Voluntesr CLONE TEAM 03/13f2017  11/30/2017 AMT PAC AREA o
B ] 10006 PST CACO Draft Volunteer 031132017 14/3002017 PAC AREA

The approved requirement will now reflect as Open on the Manage Requirements page.

RequestDaia)| Manage Requirements | [AGGHE

Request Nbr: 10000009 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 4

10001 PST CACO Open Wolunteer CLONE REQUEST LEAD 03132017 1173072017 AET PAC AREA

Requi status: | ] Populate| Ctestelew Reourement  Add Bsting Requrement - Clone Requirement
Mass Update Delete Requirement Generate RFF
Req e ormatio _ .
D =»n

T

1 [0 1ooot

2 O 0002 PST CACO Draft Volunteer CLONE TEAM 03132017 11/3072017  AMT PAC AREA

3 | 10003 PSTCACO Filled Wolunteer CLONE TEAM 03132017 11302017 ET PAC AREA o
4 O 10004 PST CACO Cancelled Volunteer 03132017 1173072017 PAC AREA

5 O 10005 PST CACO Open Woluntesr CLONE TEAM 03132017 11/30/2017  AMT PAC AREA 4
] O 10006 PST CACO Draft Volunteer 03132017 11/302017 PAC AREA
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8.2 Mass Approve Multiple Requirements

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with
the requirements that you wish to approve.

2. Once on the Request Data page, click the Manage Requirements tab.

3. Use the Select All button or Select checkboxes to select the requirements that should be included
in the approval request submission.

4. Click the Approve button at the bottom of the page.

Request Data Manage Requirements Audit

Request Nbr: 100000068 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2
Create New Add Existing Requirement ~ Clone Requirement
qui Status: | ~| _Populate |

[ass Update Delete Requirement Generate RFF

Requirement Details

Requirement Information Personalize | Find | view Al | 2] B First Kl sg.ors B Lot

(I 10001 CDAT Volunteer 03132017 1173002017 PAC AREA
2 (] 10002 CDAT Open Volunteer 03132017 1173002017 PAC AREA
3 | 10003 CDAT Open Volunteer 03132017 1173002017 PAC AREA
4 (] 10004 CDAT Open Volunteer 03132017 1173002017 PAC AREA
5 1 10005 PST CACO Draft Volunteer CLONE REQUEST LEAD 031372017 1173002017  AET PAC AREA
6 [} 10006 PST CACO Draft Volunteer CLONE TEAM 031372017 11/30/2017  AMT PAC AREA
T [l 10007 PST CACO Draft Volunteer CLONE TEAM 0313/2017  11/30/2017 AMT PAC AREA
3 ] 10008 PST CACO Draft Volunteer 0313/2017  11/30/2017 PAC AREA

select Al | Deseiectal|  [Aowove]]  Group Action: _Go |

5. A message will display at the bottom of the page indicating that the ‘Selected requirements have
been approved successfully’. All of the Draft status requirements will now reflect as Open.

Request Data Manage Requirements Audit

Request Nbr: 10000006  Date Created: 03/14/2017  Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 2
qui status: ’—v| F‘opulahel Create New Requirement ~ Add Existing Requirement  Clone Requirement
Mass Update Delete Requirement Generate RFF

Requlrementlnfumahon Personalize | Find | View All | @l First B 1.3 075 D st

1 (] 10001 CDAT Volunteer 03/13/2017  11/30/2017 PAC AREA
2 (m} 10002 CDAT Open Volunteer 03/13/2017  11/30/2017 PAC AREA
3 (] 10003 CDAT Open Volunteer 03/13/2017  11/30/2017 PAC AREA
4 (m} 10004 CDAT ‘Open Volunteer 03/13/2017  11/30/2017 PAC AREA
5 (] 10005 PST CACO Open Volunteer CLONE REQUEST LEAD 03/13/2017  11/30/2017 AET PAC AREA
6 (m} 10006 PST CACO Open Volunteer CLONE TEAM 03/13/2017 1173012017  AMT PAC AREA
7 (] 10007 PST CACO Open Volunteer CLONE TEAM 03/13/2017 1173012017 AMT PAC AREA
2 (m} 10008 PST CACO Open Volunteer 037132017 1113002017 PAC AREA
Selected requirements have been approved successfully I

8.3 Cancel a Single Requirement
Only authorized users will have access to cancel requirements. Requirements cannot be cancelled if a
RSV Order has been initiated and linked to the requirement.
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Follow the steps in section “6.1 Viewing Request Information” to find an existing request with

the requirement that you wish to cancel.
Once on the Request Data page, click the Manage Requirements tab.

Select the requirement number link for the requirement that needs to be cancelled.

Request Data Manage Requirements Audit

Request Nbr: 10000006 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Lreate New Requirement Add Bxisting Reguirement  Clone Requirement
Status: ’—V‘ F‘opulaiel Create New Requirement ~ Add Existing Requirement ~ Clone Requirement

IMass Undate Delete Reguirement Generate RFF

Requirement Details

1 O 10001 CDAT Open Wolunteer 0313/2017  11/30/2017 PAC AREA
2 O 10002 CDAT Open Volunteer 0313/2017  11/30/2017 PAC AREA
3 O 10003 CDAT Open Volunteer 03132017 11/3012017 PAC AREA
4 O 10004 CDAT Open Volunteer 03132017 1173012017 PAC AREA
5 (] 10005 PST CACO Open Volunteer CLONE REQUEST LEAD 03M32017 117302017 AET PAC AREA
6 O 10006 PST CACO Open Volunteer CLONE TEAM 03132017 11/2012017  AMT PAC AREA
T | 10007 B2 0 Open Volunteer CLONE TEAM 03N372017 117302017 AMT PAC AREA
3 O 10005 PST CACO Open Volunteer 0313/2017  11/30/2017 PAC AREA

Requirement Information Personalize | Find | View A1 | B] 3

’7 Select ﬁﬁ“i’m"‘ Requirement Title Requirement Status. "ﬂi:i‘i'"i‘uﬁm Team Title BeginDate  |End Date Rate T"’”"“m RFF  |Order Template
pes

First B 1.5 or g I st

The user will be taken to the Requirement Details component.

Click the Requirement Approval tab.

Requirement Details Requirement Posting Receiving Dept Info Candidates l Requirement Approval | Audit

Requirement Information

~

Request Nbr: 10000006 Request Title:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

Requirement Nbr: 10007 Requirement Status: Open

Force Element: |222 L PERSONNEL SUPPORT TEAM CASUALTY ASSISTANCE *Operational Category: |Operaﬁ0nal Support
CALLS

*Title: [PsT CACO *Mission Classification:

Team Title: [cLONE TEAM

Available for Volunteers:

*Begin Date: 0313/2017 |[& *End Date: 173002017 |[5 Duration (Days): 263.0
Clone Requirement |

Enter comments related to the cancellation and click the Cancel button.

85



Direct Access Mobilization System User Guide

Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval Audit

Request Nbr: 10000006 Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 10007 Title: PST CACO Requirement Open

Status:
Begin Date: 033/2017  End Date: 113002017 Duration (Days):  263.0

Route for Approval

Approver Dept: 002817 RESERVE PERS MGMT

Approval Status: Approved

Comments: Requirement not longer valid.

_towove |

The Requirement Status will update to Cancelled and the Approval status will show as

Cancelled. Any comments entered will display in the Requirement Approval Comments box with
a date and time stamp.

Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval Audit

Request Nbr: 410000006 Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 410007 Title: PST CACO Requirement Cancelled

Status:
Begin Date: 034372017 End Date: 11/30/2017 Duration (Days):  263.0

Approver: |

Approver Dept:

Approval Status: Cancelled I

Comments: Requirement not longer valid.

_ fowowe |

Requirement Approval Comments

No Comments Entered

at 3116/2017 at 7:53 AM
Requirement not longer valid.

Route for Approval

Close the Requirement Details tab.

Click the Populate button to refresh the Manage Requirements grid.
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Request Data Manage Requirements Audit
———————

Request Nbr: 10000006 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Lreale New Regqurement  AdG Exising Reguirement  Llone Requirement
- Status: v Populate' Create New Requirement ~ Add Exisfing Requirement  Clone Requirement

Mass Update Delele Requirement Generale RFF
Requirement Information Personsiize | Find | view a1 | ] B8 First K] sgors I oot
Requirement Details

1 O 10001 CDAT pen Volunteer 03132017 113002017 PAC AREA
2 O 10002 CDAT Open Volunteer 03132017 11302017 PAC AREA
3 O 10003 CDAT Open Volunteer 03132017 113002017 PAC AREA
4 O 10004 CDAT Open Volunteer 031132017 11/30/2017 PAC AREA
5 O 10005 PST CACO Open Volunteer CLONE REQUEST LEAD 031132017 11/30/2017 AET PAC AREA
6 O 10006 PST CACO Open Volunteer CLONE TEAM 031132017 11/30/2017  AMT PAC AREA
7 O Ho60z PST CACO Open Volunteer CLONE TEAM 031132017 11/30/2017  AMT PAC AREA
3 O 10008 PST CACO QOpen Volunteer 0371312017 117302017 PAC AREA

The cancelled requirement will now reflect as Cancelled on the Manage Requirements page.

Request Data Manage Requirements Audit

RequestNbr: 10000006  Date Created: 03/14/2017  Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 2

Requit Status: hd
IMass Update Delete Requirement Generate RFF
Requirement Information Personaiize | Find | view &1 | ] 8 First B q.g0r0 Ml oot
Requirement Details

Create New Requirement  Add Existing Requirement ~ Clone Requirement

1 10001 CDAT pen Volunteer 03132017 1173012017 PAC AREA
2 1 10002 CDAT Open Volunteer 03132017 11/30/2017 PAC AREA
3 O 10003 CDAT Open Volunteer 031132017 11/30/2017 PAC AREA
4 (H] 10004 CDAT Open Volunteer 03132017 1173012017 PAC AREA
5 n 10005 PST CACO Open Volunteer CLONE REQUEST LEAD 03132017 11/30/2017  AET PAC AREA
6 O 10006 PST CACC Open Volunteer CLONE TEAM 031132017 11/30/2017  AMT PAC AREA
7 (N 10007 PST CACO Cancelled Volunteer CLONE TEAM 03132017 11302017 AMT PAC AREA
3 ] 10008 PST CACO Open Wolunteer 03132017 11/302017 PAC AREA

8.4 Mass Cancel Multiple Requirements
Only authorized users will have access to cancel requirements. Requirements cannot be cancelled if a
RSV Order has been initiated and linked to the requirement.

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with
the requirements that you wish to submit for cancellation.

2. Once on the Request Data page, click the Manage Requirements tab.

3. Use the Select All button or Select checkboxes to select the requirements that should be included
in the cancellation request submission.
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RequestNbr: 10000005  Date Created: 03/14/2017  Request Type: Individual Augmentation Request Title:  YELLOW OPS SUPPORT 2

Status: ’—V| PODU\BtEl Create New Requirement Add Existing Requirement  Clone Requirement

q

IMass Update Delete Requirement Generate RFF
Requirement Information
Requirement Details

10001 CDAT Volunieer 031132017 11/30R2017 PAC AREA
2 O 10002 CDAT Open Volunteer 03132017 1173012017 PAC AREA
3 O 10003 CDAT Open Volunteer 03132017 117302017 PAC AREA
4 O 10004 CDAT Open Volunteer 03132017 111302017 PAC AREA
5 Wl 10005 PST CACO Open Volunteer CLONE REQUEST LEAD 031372017 11130017 AET PAC AREA
i} ¥ 10006 PST GACO Open Volunteer CLONE TEAM 03132017 11/302017  AMT PAC AREA
7 ] 10007 PST CACO Cancelled Volunieer CLONE TEAM 03132017 11/302017 AMT PAC AREA
3 W 10008 PST CACO Open Volunteer 03132017 1173012017 PAC AREA

Select the Group Action Cancel and click the Go button.

RequesiDatall| Manage Requirements | UAUGIL

Request Nbr: 10000008 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2
W
qui Status: <] F‘opulalel Create New it Add Existing Requirement  Clone Requirement

Mass Update Delete Requirement Generate RFF

Requirement Details

Requlrmnl Taslung
Select [Requirement Title Requirement Status qa“mn“ Team Title BeginDate  [End Date RFF  (Order Template

: : e
Requirement Information Personaiize | Find | view Al | B0 B First B 18.0rs B Last

[0 10001 CDAT pen Volunteer 03132017 117202017 PAC AREA
2 [ 10002 CDAT Open Volunteer 03132017 11302017 PAC AREA
3 O 10003 CDAT Open Volunteer 03132017 117302017 PAC AREA
4 O 10004 CDAT Open Volunteer 031372017 1173002017 PAC AREA
5 3} 10005 PST CACO Open ‘Volunteer CLONE REQUEST LEAD 031372017 1173002017 AET PAC AREA
6 M 10006 PST CACO Open Volunteer CLONE TEAM 03132017 11302017 AMT  PACAREA
7 [ 10007 PST CACO Cancelled Volunteer CLONE TEAM 03132017 11302017 AMT ___PAC AREA
8 M 10008 PST CACO Open Volunteer 03132017 117302017 PAC AREA
Select Al | Desslect Al Approve | Group Action: [Cancel /] _Go | |

Enter comments and click Submit for cancellation of selected requirements.

Enter valid comments and click Submit to apply for cancellation of chosen requirements.

Comments:

Requirements no longer valid.

Submit | Cancel |

The user will be returned to the Manage Requirements page. A message will display at the
bottom of the page indicating that the selected requirements that do not have an associated Direct
Access order have been cancelled. The requirements will now reflect a status of Cancelled.
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RequestData | Manage Requirements || Audit

Request Nbr: 10000006 Date Created: 03/14/2017 Request Type: Individual Augmentation Request Title: YELLOW OPS SUPPORT 2

Create New Requirsment  Add Existing Requirement  Clone Reguirement
Requirement Status: Populate

Mass Update Delete Requirement Generate RFF
Requirement Information Personalize | Find | View Al | @l 3 Fusln mufﬂ“ s

1 O CDAT Open Volunteer 031312017 11/30/2017 PAC AREA
2 O 10002 CDAT Open Volunteer 031312017 11/30/2017 PAC AREA
3 O 10003 CDAT Open Volunteer 031312017 11/30/2017 PAC AREA
4 O 10004 CDAT Open Volunteer 0311312017 11/30/2017 PAC AREA
5 O 10005 PST CACC Cancelled Volunteer CLONE REQUEST LEAD 0311312017 11/30/2017  AET PAC AREA
6 O 10006 PST CACC Cancelled Volunteer CLONE TEAM 0311312017 11/30/2017  AMT PAC AREA
7 O 10007 PST CACC Cancelled Volunteer CLONE TEAM 0311372017 11/30/2017  AMT PAC AREA
8 (] 10008 PST CACC Cancelled Volunteer 03132017 11/3022017 PAC AREA

| Selected requirement(s) that does not have an associated order in direct access have been cancelled successfully. |

9 COMMAND RESUME ENDORSEMENT

All Mobilization applications/resumes require approval from authorized Mobilization Resume Endorsers.
This section provides the procedures for resume approval and denial.

9.1 Access a Resume Endorsement Request
The My Mobilization Approvals page allows users to view submitted command resume endorsement
requests. Follow the steps below to access a submitted approval request.

1. Click the My Mobilization Approvals link in the Mobilization pagelet.

Mobilization X4

Mobilization Request Tasking Command
Member Search ICS Command
Requirement Sourcing Operational Mame
Requirement Mavigator Force Element Setup
Sourcing History Add a Person

My Mobilization Approvals |

2. The radio button ‘Submitted Approval Requests’ should be already clicked. This allows the
user to view all of their submitted requests. NOTE: If accessing an approval for which the user is
the approver, select the ‘Requests | am Approver for’ radio button.

=y
|

® Submitted Approval Requests Requests | am Approver for

3. The Approval Status will be defaulted to Pending. Users have the ability to search for All,
Approved, Denied, Pending, and Withdrawn approval requests. The Populate Grid button
should be used to populate the grid(s) with requirements and/or endorsements in the specified
approval status.
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(®) Submitted Approval Requests ) Requests | am Approver for

From Date:

To Date:

Approval Status:

All

Approved
Denied .
Pending Populate Gr|d|

Withdrawn

Refresh |

4. The From Date and To Date fields allow the user to view those approval requests that have been

submitted within a specified date range. If the user wants to do this, enter a date range in these

fields and click the Populate Grid button.

5. Inthe Command Approvals grid, click the VView Application link on the approval row you want

to see. A new window will open and the Command Endorsement page will appear with the

information that was submitted on the request.

My Mobilization Approvals

10000005 YELLOW OPS SUPFORT 4

10000009 YELLOW OPS SUPPORT 4 10005 PST CACO Open e AT 19

Field Description/Instructions
Application Date Date the resume approval request was submitted
Applicant ID Emplid of the member that submitted the resume approval request

Applicant Name

Name of the member that submitted the resume approval request

Approver Oper ID

Emplid of the user that the approval request was submitted to

Approver Name

Name of the user that the approval request was submitted to

Request Number

Request Number generated when the request was created

Request Title

Request Title as entered on the Request Data page

Requirement Number

Requirement Number generated when the requirement was created

Requirement Title

Requirement Title as entered on the Requirement Details page

Operational Name

Operational Name the requirement is associated with

Begin Date Begin Date of the requirement
End Date End Date of the requirement
Status Resume approval status

View Application

Link that takes the user to the Command Endorsement page

9.2 Approve/Deny a Resume Endorsement

1. Follow the steps in section “9.1 Access a Resume Endorsement Request” to access the resume

approval request that will be approved.
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The Command Endorsement page will display a list of all applications and resumes a member has
submitted to the approver that are in a Pending status.

The top portion of the page will display job and contact information for the member submitting
the endorsement request.

Member Resume

1. Please approve or deny this application endorsement request and click Save.
2. To reassign to another endorser, enter their EmpliD in Next Endorser field, select the requirements to reassign and click Save.

Name: Empl ID:

Rank: MST1 Reg Region: Reservists
Business Unit: ENLCG Clearance: SECRET
Department: 002817 RESERVE PERS MGMT

Phone Numbers

Email Addresses

Email Address Preferred

Business

Home Current 02/D4/2016 USA

Mailing Current 02/04/2016 USA

The middle portion of the page will display the requirements the member has applied for and
submitted to the endorser for approval.

Requirements you are Approver For Personalize | Find | = | II 120f2 )| Last

Select  [Request Nbr Req“"e""“' Requirement Title Req“"m“‘ Begin Date |End Date Regm Rate Department Type '°‘“°“ Withdraw | Application Status.
10000009 10003 PST CACO Filled 0313/2017 117302017 ANY ET E;':f:;d 2Ly 03/15/2017
2 10000009 10005 PST CACO Open 031372017 11/30/2017 ANY  AMT E;':f:;d L 03152017

The bottom portion of the page will display the resume comments the member has entered for the
application(s). It also provides a Next Endorser field which allows the approver to route the
resumes to another Command Endorser for approval.

Next Endorser: Q

Member Resume Find First 4] 1 of1 n Last
Application Date Comments Request/Requirement
Number(s):
03/15/2017 test 1000000810003
10000005/10005
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2. Use the Application Status field to approve or deny the resume endorsement requests.

Requirements you are Approver For Personalize | Find | =3} | First B 12062 B (st
Select  |Request Nbr “""‘“""'“’"‘ [ — ;"Tm“'s“’"’" Begin Date |End Date :gm Rate Department Type ;::'“'“"" Withdraw
1 10000009 10003 PST CACO Filled 03132017 113022017 ANY  ET B 03152017 Denied v
2 10000008 10005 PST CACO Open 0332017 11302017 ANY  AMT  DechedDuy 03152017 Approved

3. Once complete, click the Save button at the bottom of the page.

Member Resume Find First [ 4] 10of1 n Last
Application Date Comments Request/Requirement
Mumber{s):
031152017 test 10000008/10003
100000058/10005
Save | |

The user will see a Save Confirmation message.

Endorsement Detail

Save Confirmation

V The Save was successiul.
Click OK to transfer back to the Endorsement Detail

4. Click the OK button.
NOTE: The Application Status will update to Approved or Denied.

5. Close the tab and return to Home.

9.3 Route a Resume Endorsement to Next Endorser
The Next Endorser option allows a Mobilization Resume Endorser to route resume approval requests to

another Endorser for approval. o Resume approval requests can only be routed to users with the
Mobilization Resume Endorser role.

1. Follow the steps in section “9.1 Access a Resume Endorsement Request” to access the resume
approval request that will be routed to a next endorser

The Command Endorsement page will display a list of all applications and resumes a member has
submitted to the approver that are in a Pending status.
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2. Inthe Next Endorser field enter the endorser you want the resume approval request to be
forwarded to.

Mext Endorser: Q

3. Use the Select checkboxes to select the resume approval requests that you want to route to the
Next Endorser. NOTE: The Select checkboxes will only be enabled once a Next Endorser is
entered.

Requirements you are Approver For

F
personaize | Find [0 | M rirst B 1 0rg B Lot

’7 Select  |Request Nbr 5:'"“’“”" Requirement Title :Em“i:mm Begin Date |End Date ggim Rate Department Type ;::i"‘ﬁ"" Withdraw  |Application Status
pen ANY

1 ¢ 10000000 10001 ASGS3 [ 037202017 032012013 ANY District Office 031612017
2 M 10000002 10005 MALFO - CA Open 03132017 09/30/2018 AD ANY  Navy Ship 03/16/2017
3 W 10000002 10006 MALFO - 1A Open 03/13/2017 09/30/2013 AD ANY  Navy Ship 03/16/2017 [Pending—v]
¢+ O 10000002 10015 MALFO - WA Open 03132017 031302018 AD ANY  Navy Ship 03/16/2017
5 O 10000002 10021 MALFO - CA Open 031372017 03/30/2018 AD ANY  Navy Ship 03/16/2017
5 O 10000002 10022 MALFO - CA Open 03132017 091302018 AD ANY  Navy Ship 03/16/2017
T 0O 10000002 10024 MALFO - CA Open 03/1312017 09/30/2018 AD ANY Navy Ship D3/16/2017
8 10000002 10003 ST CACO Filled 0132017 11302017 ANy BT DEROMEABU ggppggy Denied

g 10000008 10005 BST CACO Open 0137 115007 ANY  AMT  DEREMRADUY o pagpggy Approved

Next Endorser: . Q

4. Click the Save button at the bottom of the page.

Member Resume Find First [ 4] 12 of2 n Last

Application Date Comments Request/Requirement

Number(s):

0316/2017 I'am very qualified! 1000000010001

10000002/10005

10000002/10006

10000002/10015

10000002/10021

10000002/10022

10000002/10024

Application Date Comments Request/Requirement
Number(s):
03152017 test 10000009/10003
10000009/10005

Save |

The Application Status will be in a Pending status and sent to the Next Endorser for approval. An
email will be sent to notify the Next Endorser of the resume approval request.

5. Close the tab and return to Home.
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9.4 Delegate a Command Endorser
A Delegation Request allows a Command Endorser to delegate approving authority to another

Command Endorser in their absence. o Only users with the Mobilization Resume Endorser
role will have access to view and approve resume approval requests.

1. From the Requests tab, select the Submit a Delegation Reguest link from the Self Service
Requests pagelet in the top left corner of the portal.

[I'w.r Page Self Service | Reguests l

Self Service Requests

Submit an Absence Reguest View My Abzence Requesis
Submit & Delegation Request View My Requests (all types)
Submit & DOrill Request User Access uest

2. Follow the instructions on the Submit Delegation page and click the Submit button.

The request will be in a Pending status and sent to the delegated approver for approval. An email
will be sent by system to notify the approver of the request.

Action Request

Submit Delegation

1. In the Beqgin Date field enter the date you want action requests submitted to you for approval

to be forwarded to another approving official.

2. In the End Date field enter the date you want the action requests submitted to you for approval
to no longer forward to another approving official.

3. Enter any comments you wish to enter in the Comments field.

4_In the Approver field select the approving official vou want the action requests to be forwarded to.

Request Details

Begin Date: 03152017 [5)
End Date: 03/24/2017  []

} Request Documents

Add Attachment
Request Approvers
Approver: i Q,
Comment: Cut on leave and will be unable to access Direct Access until 25 March 2017
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10 MEMBER SOURCING AND PROCESSING

This section of the user guide provides instructions for completing member sourcing and processing in

Direct Access Mobilization. o Members can only be sourced to requirements that have been approved.
Users will not be able to source members to requirements in a Draft or Cancelled status.

10.1 Source Member to a Requirement

1.

3.

Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” to search for
requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing Requirements
via Requirement Navigator” to search for requirements via the Requirement Navigator.

Once on the Requirement Details page, click the Candidates tab.

Requirement Details Requirement Posting Receiving Dept Info Candidates Requirement Approval Audit

Requirement Information

Request Nbr: 10000006  Request Title: YELLOW OPS SUPPORT 2 CETEEITETE I | AN E T
Requirement Nbr: 10001 Requirement Status: Open
Force Element: ’”—Q C4IT DAMAGE ASSESSMENT TEAM *Operational Category: |Dpef3ﬁ0n3| Support hd
*Title: |coaT *Mission Classification:
Team Title: |

Available for Volunteers: ]

*Begin Date: 0311302017 [+ *End Date: 113002017 [+ Duration (Days): 263.0 i
Clone Requirement |

Use the Select checkbox to select the member that will be sourced to the requirement.

NOTE: Only one member can be selected for a requirement at a time.

Roqurenont Diads | Reguremon Fosing | Recoring Deptirfa | Candiates | Requesnent Approval | Ausl |
Request Nbr: 10000006 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type:  Indivicual Augmentation
Requirement Nor: 10001 Tite: coAT Requirement Cpen
Status:
Begin Date: 03132017 End Date: 102017 Durstion (Dsys): 2630

Empi ID: Member Status: Trans 10:

Rank: Clearance: Orger status:

Begin Date: End Date:

1 Sertes Actree LT RSV SECRET 007847 SEC LAKE MICH CRIRONS §TF 042191 =
2voumeer Soureea MST1 RSV  SECRET 002817  RESERVE PERS MGMT 010093 Pending COR 008154

RequesthBe 10000005  RequestTite:  YELLOW OPS SUPPORT2 RequestType:  Ioviaal Aupmeetaton

Requirement Nbr: 10001 Tiow: COAT Requeement
Status:

Begin Date: 0132017 End Dete: 11002017 Duration (Daysk 2630

Fins

Sourced Member

EmplI0: Momber Status: Troos K

Rank: Cleseance: Order Stases:
Current Dept:

Begin Date: End Date:
Duraton (Days):

1 Selected Selecies (84 RSV SECRET 007847 SEC LAKE MICH CPRONS STF 0a2191

2Voknteer Sourced MSTS RSV SECRET 002817 RESERVE PERS MGMT 010083 Pandng COR (03154
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Click the Source Member link.

Request Nbr:

10000008  RequestTie:  YELLOW OPS SUPPORT2

Requirement Nbr: 10001 Titte: COAT

Begin Date! oanaeoT End Date: 1002017
Empl 10:

Rank:

Curment Dept:

Momber $tatus:
Clesrancs:

Begin Date: End Date:

Duration (Days):

MSTI RSV

Request Type:  Indridual Augmentation
Requirement
Status:

Filed

Duration {Days): 2630

Sourced Member

Trans I

Order Status:

| |
SECRET

SECRET 002817  RESERVE PERS MGMT

007847 SEC LAKE MICH CPIRDNS STF 042181

010083

The user is brought to the Member Source page. The Member Source page allows a user to enter

Source (Order) Begin Date and Source (Order) End Date information, Operational Detail
information and initiate a RSV Order.

The Sourced Member section of the page will display job and sourcing data about the member.

——————————
Member Source

Member Processing Audit

Request Nbr: 10000006 Request Title:
Requirement Nbr: 10001 Title:
Begin Date: 03/12/2017 End Date:

Empl ID:

Reg Region: Reservists

Empl Class: Extended Active Duty

Rank: LT

Current Dept:  DO7247

*BeginDate: [ [

ReportDate: | [

SEC LAKE MICH CF/RDNS STF

YELLOW OPS SUPPORT 2
CDAT

1113002017

Sourced Member

Mbr Status:

Business Unit:  OFFCG
Empl Cat:

Clearance: SECRET

Destination Dept: 007037
*End Date:

Duration (Days):

el

Request Type: Individual Augmentation

Requirement Status: Filled

Duration (Days): 263.0

Trans ID:
Order Status:

Create Order

MSST HONOLULU (91107)

The Compliance section of the page will display the member’s compliance related to the
Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security Clearance required for

the requirement.
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1 Award CGo020

2 Business Unit Any

3 Competency AE-MANMM
4 Course 000236

5 Degree BiM

& Language PO

7 License BCAERMA1

Officer Specialty ¥
8 Code CG-0AR13

9 Rate Any
10 Reg Region Any

11 Security Clearance  Any

fand | View 21 | B First B 141 op 10 B Lot
’7 Regquirement Mobilization Compliance
Off of the Sec of HHS ID Badge Non-Compliant
Any Compliant
Multiple Airframe Maint Mgmt MNon-Compliant
PUBLIC AFFAIRS SPECIALIST, SEC Non-Compliant
Bachelor Industrial Management Non-Compliant
FPortuguese MNon-Compliant
Aerospace Medicine MNon-Compliant
MLE-PWCS Ops (0SC) Non-Compliant
Any Compliant
Any Compliant
Any Compliant

Direct Access Mobilization System User Guide

The Operational Detail section of the page will display Operational Detail, Order Type,
Contingency, TONO and LOA, and Supported Command information.

Operational Detail

Operational Category: Operational Support Order-Ready Message

Order Type: |

v

Contingency ID: Q

Travel Order Nbr: |

Travel Line of Accou nting:|

*Supporting Command: |

v

*Tasking Status: |

v

6. Complete the Member Source fields as indicated below.

Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Sourced Member

Empl ID

Emplid and name of the member being sourced to the requirement
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Mbr Status

Status of the member in relation to the specific requirement. Available
values are:

Sourced — Member has been sourced to the requirement. NOTE: A
member is ‘Sourced’ once the Tasking Status has been updated to
Partially Sourced or Fully Sourced on the Member Source page
Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page

Demobilized — Member has been demobilized from the requirement.
NOTE: A member is ‘Demobilized’ once a Demobilization Date has
been entered on the Member Processing page

Trans ID

Reserve Order Trans ID will display once a Direct Access RSV Order
has been initiated for the member

Order Status

Status of Direct Access RSV Order will display here. Available values
are:

Proposed — Initial order has been created

Authorized — Order has been authorized by DXR

Ready — Travel details have been approved. Order is ready for member to
depart

En Route — Departs/Reports approved. Member has departed home unit
Finished — Order execution completed

Cancelled — Order has been cancelled

Create Order

Link that allows authorized users to create RSV Orders for Reserve
members sourced to requirements

Reg Region Reg Region of the member being sourced to the requirement
Business Unit Business Unit of the member being sourced to the requirement
Empl Class Empl Class of the member being sourced to the requirement

Empl Cat Empl Cat of the member being sourced to the requirement

Rank Rank of the member being sourced to the requirement

Clearance Security Clearance of the member being sourced to the requirement

Current Dept

Current Department of the member being sourced to the requirement

Destination Dept

Destination Department of the member being sourced to the requirement

Begin Date Source Begin Date of the member being sourced to the requirement
End Date Source End Date of the member being sourced to the requirement
Report Date Report Date of the member being sourced to the requirement
Duration (Days) Number of days member is sourced to the requirement
Compliance

Compliance — Member
Qualifications

Compliance grid that display the member’s compliance related to the
Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security
Clearance required for the requirement

Operational Detail

Operational Category

Display only Operational Category as selected on the Requirement
Details page

Order Type

Order Type related to the member and sourcing record. Available options
include:
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ADT Orders

DT Orders

T10 ADOS Long Term Orders
T10 ADOS Short Term Orders
T10 Contingency Imvol Orders
T10 Contingency Yol Orders

T14 Digaster Orders

TOY ADVChAux Disaster Orders
TOY ADVChel&ux Orders

Order-Ready Message

Link that generates an order message related to the Order Type selected
for the member and requirement. NOTE: ADT Orders and IDT Orders
do not have order-ready messages

Contingency ID

Order Contingency ID related to the order. These values are setup and
maintained as part of RSV Orders

Travel Order Nbr

Travel Order Number

Travel Line of Accounting

Travel Line of Accounting

Supporting Command

Supporting Command related to the requirement and sourcing record

Tasking Status

Tasking Status of Partially Sourced or Fully Sourced. This should be
selected after all fields on the page have been completed

7. Click the Save button at the bottom of the page once complete.
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Member Source

Request Mbr:
Requirement Nbr: 10001

Begin Date:

Current Dept: 007547
*Begin Date:

Title:

021%2017 End Date:

Extended Active Duty

Empl ID:

Reg Region: Reservists
Empl Class:

Rank: LT

SEC LAKE MICH CP/RONS STF
D3116:2017 [

Report Date: (03172017 &)

Member Propessing | Audit

10000006  Request Title: vELLOW OPS SUPPORT 2

CDAT

117202017

Mbr Status:

Business Unit:

Empl Cat:
Clearance:

*End Date:

Dwration {Days):

Destination Dept: 007037

Request Type:
Requirement Status:

Duration {Days):

Sourced Member

Trans |D:
OFFCG Order Status:
Create Order
SECRET
MSST HOMOLULU (21107)
1302017 ||

220

5 Degree
G Language
T License:
2 Orfficer Specialty
Code
o Rate
10 Reg Region

11 Security Clearance

AE-MAMM
000236
BiM

PO
BCAERMAT
CG-0AR12
Any

Any

Ay

Off of the Sec of HHS ID Badge

Any

Multiple Airframe Maint Mgt
PUBLIC AFFAIRS SPECIALIST, SEC
Bachelor Industrial Managenmsent
Portuguese

Aerospace Medicine

MLE-PWES Ops (QSC)

Firstn 11 of 11 o Last

Mobilizafion Compliance

Mon-Compliant
Comnpliant

Mon-Compliant
Mon-Compliant
Mon-Compliant
Mon-Compliant
Mon-Compliant
Mon-Compliant
Compliant

Compliant

Compliant

Operational Category:
Order Type:
Contingency 1D0:

Travel Order Nbr:

*Supporting Commarnd:

*Tasking Status:

Operational Support

|T'IIII Contingency lmaol Orders e

&

[123580a74

Travel Line of Accounting: T/8/PASDER/2TEGA/ME

[PAC AREA

[Partially Sourced v

Operational Detail

Order-Resdy Message

Individual Augmentation
Filled

283.0

“LAdd | Flpdate]

The Requirement Status will update to the Tasking Status selected and the Mbr Status will update

to Sourced.

100



Direct Access Mobilization System User Guide

Member Source | Member Processing Audit

Request Nbr: 10000008  Request Title: YELLOW OPS SUPFORT 2
Requirement Nbr: 10001 Title: COAT
Begin Date: 03132017 End Date: 113002017

Request Type: Individual Augmentafion
I Requirement Status: Partially Sourced I
Dwration {Days): 2820

Sourced Member

Empl ID: Mbr Status:
Reg Region: Resarvists Business Unit:
Empl Class: Extended Active Duty Empl Cat-
Rank: LT Clearance:

*Begin Date: 031672017 |3 *End Date:

Report Date: (031712047 &)

Dwration {Days):

Current Dept: 007247 SEC LAKE MICH CP/RDNS 5TF Destination Dept: 007037

Sourced Trans ID:
OFFCG Order Status:

Creste Ordar
SECRET

MSST HONOLULU (21107)
1020207 ||

220

1 Awesrd cGem20 Off of the Sec of HHS |D Badge
2 Business Unit Any Any
2 Competency AE-MAMM Multiple Airframe Maint Mgt
4 Course 000236 PUBLIC AFFAIRS SPECIALIST, SEC
5 Degree BIM Bachelor Industrial Management
& Language PO Portuguese
T License BCAERMA1 Aerospace Medicine
B gl;ﬁ::r SEEE] CG-0AR13 MLE-PWCS Ops (OSC)
2 Rate Any Any

10 Reg Region Any Any

11 Security Clearance  Any Any

MNon-Compliant
MNon-Compliant
MNon-Compliant
MNon-Comgliant
MNon-Compliant
MNon-Compliant
Compliant

Compliant

Compliant

Operational Category: Operational Support

Order Type: [T10 Contingency Invol Orders ~|
Contingency 1D: Q
Travel Order Nbr- [1235808T4

Travel Line clfAm:uunling:|T-'E'\'F'ASDERfBTEGB-'45

*Supporting Command: | PAC AREA |
[Partially Sourced | I

*Tasking Status:

Operational Detail

Order-Resdy Message

8. Close the Member Source tab.

You will be returned to the Candidates page. NOTE: The sourced member will not display on the

Candidates page until the record is refreshed.

9. Close the Requirement Details tab.

You will be returned to the Manage Requirements page or Requirement Navigator, depending on
which you used to initially search for the requirement to source.

10. Select the requirement number link in the grid for the requirement that was just sourced.
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11. Once on the Requirement Details page, click the Candidates tab.

Requirement Details Requirement Posting

Receiving DeptInfo | Candidates | Requirement Approval

Requirement Information

Request Nbr: 10000006  Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

Requirement Nbr: 10001

Requirement Status: Partially Sourced
Force Element: |17 Q. C4IT DAMAGE ASSESSMENT TEAM *Operational Category: | Operational Support hd
*Title: |CDAT *Mission Classification:
Team Title: | Available for Volunteers: ]
*Begin Date: [03132017 [ +EndDate:  [11/202017 |5 Duration (Days): 263.0 :
Clone Requirement |

The Requirement Status will reflect as the Tasking Status selected on the Member Source page.

The sourced member information will display in the Sourced Member section of the Candidates
page. The Sourced checkbox will be checked in the candidate list for the sourced member.

Requirement Detalls | Requirement Posting | Receiving Deptinfo | Candidates | RequirementApproval | Audit

Request Nbr: 10000006  RequestTitle:  YELLOW OPS SUPPORT 2

Title:

RequestType:  Individual Augmentation

Requirement Nbr: 10001 coaT

Requirement
Status:
Duration (Days):

Fartally Sourced

Begin Date: 031312017 End Date: 11302017 2630

Sourced Member

Empl ID: Member Status: Sourced

Clearance: SECRET

Trans ID:
Rank: LT

Order Status:

Current Dept: 007847 SEC LAKE MICH CP/RDNS STF

Begin Date: 031672017 S 0302017

Duration (Days): 229 Solirte WisiibaE

Find | view i | B 8

1 Selected Sourced LT SECRET 007247 SEC LAKE MICH CP/RDONS STF 042191 1~}
2 Volunteer

‘Sourced MST1 RSV SECRET 002817 RESERVE PERS MGMT 010093 Pending
a

Member Empl ID:

st Kl

12. Close the Requirement Details tab and return to Home.

10.2 Generate Order-Ready Message

Order-Ready messages can be generated as users complete the steps in section “10.1 Source Member to a

Requirement”. Users can also navigate to the Member Source page at any time to generate an Order-
Ready message. Follow the steps below to navigate directly to the Member Source page to generate a new

order message. NOTE: Order messages can only be generated for sourced requirements.

1. Click the Requirement Sourcing link in the Mobilization pagelet.

Mobilization Request Tasking Command

Member Search IG5 Command

I Requirement Sourcing

Operational Name

Requirement MNavigator

Force Element Setup

Sourcing History Add a Person

Wty hdobilization Approvals

Mobilization i3
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2. Use the search fields to search for the sourcing record.

Requirement Sourcing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Empl ID: begins with w || aQ,
Empl Record: = v |
Last Mame: begins with |
First Name: begins with ||
Request Nbr: = v| |
Requirement Nbr: |
Requirement Title:| begins with |

l:l Case Sensitive

felye)

3. Click the Search button and select the sourcing record that you want to generate an order message
for.

Requirement Sourcing
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value

~ Search Criteria

Empl ID: begins with || Q
Empl Record: = V]
Last Name: begins with ||
First Name: begins with ||
Request Nbr: = V]
Requirement Nbr: |= ~|
Requirement Title: | begins with |

[ case sensitive

peiyel

I Clear Basic Search [F] Save Search Criteria

Search Results

First [f] 14cf4 i Lasi

Empl ID |Empl Record Lasi Name First Name |Business Uni| Ulll |H |Regulatory Region|Request Nbr|Reguest Type _u'nenl Reguirement Title |Requirement Status|Term Begin Date|Term Ending Date|

OFFCG 10000002 PRL MALFO Partial 03.-'1 372017 04/23/2017
ZNLCG RSV 10000002 _PRL 1DOD3 MALFO Partial 031372017 1213172047
OFFCG REV 10000006 1A 10001 CDAT F'ar‘IiaI 03162017 10/30/2017
ENLCG RE&V 10000002 PRL 10002 MALFO - ARE  Sourced 03H 52017 11/30/2017

4. Click the Order-Ready Message link in the Operational Detail section of the Member Source
page.
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Operational Detail

Operational Category: Operational Support I Crder-Ready Messagel
Order Type: [T10 Contingency Invol Orders v|

Contingency 1D: [l

Travel Order Nbr: 1123569374

Travel Line of Accounting: 7/9/FPASDER/BTSGE45

*Supporting Command; | PAC AREA v

*Tasking Status: [Partially Sourced v|

The Order-Ready message will appear with the request and requirement data for the selected
requirement.

Request Mbr: 10000008 Request Title:  vELLOW OFS SUPPORT 2 Request Type: Individusl Augmentstion
Requirement Nbr: 10001 Title: CDAT Requirement Status:  Parjially Sourced
Bepgin Date: 03132017 End Date: 1132017 Duration (Days): 2830

Long Term AD0S Contingency 13302 INWVOL Messsge template

Bubject: ISSURNCE OF TODY/TITLE 10 12302 CONTINGERCY ORDERS ISQ /S 007037, MSST HONOLULU (51107)//:

TITLE 10 ASSTGHNMENT STUMMREY:

1. Title 19 arders shall be issued IS0 OCO for the following MER to report to specified unit.
Beserve MER shall be issued Title 10 12302 Contingency orders ISO QCO._
Orders continuing into FYXH¥ are contingent upon funding and T10 allocation availability.

Z. MER resides locally no TOWO/LOA provided. QOrders authorizatiom issued without TORO/SLOZR
because it appears menber can execute orders without cost to the government. If costs are expected,
commands are required to contact Unit POC and PSC-PSD-S55B immedistely.

or

2. Travel and Per Diem TONO/Zccounting te be provided by /7 007037, MSST HOMNOLULO (S1107)//-

3. Reserve Member Specific:

L_ Use of Govt TVL card is recommended. Reserve members shall coordinate with unit's local TVL card
coordinator to establish a spending limit at sufficient lewvel to cowver TVL and per diem costs before
departure of TDY. Doc type 13 for TVL purposes shall be issued to allow for monthly submission of
supplemental TVL claims and ensure timely payment of Govt credit cerd bills.

B. Reservists with dependents should contact their servicing SPO to ensure their family is registered in
DEERE and obtain military identification cards as appropriate.

C. Reservists are reminded to notify their employer, prefersbly in writing, that they have been called to
Zctive Duty.

D. Reservists should contact their legsl office to obtzin a power of attorney and updated will before
deployment .

E. Reservists recalled under Title 10 12302 for the same contingency operation should expect dwell time,

30 OCT 17. MBR will not be eligible for Title 10 12302 orders nor should expect to be reczlled for this
contingency for XHNK days (or 5 years) after completion of these orders.

RENE  NIME EMPLID PERM UNIT BEGIN DT END DATE RECUEST REQUIREMENT
LT 007847, SEC LAKE MICH le MER 17 30 OCT 17 10000006 10001
CR/EDNS SIF

after orders are finished, 2t 2 one to five ratio. These orders are issued for MMM days (or 1 yesr] and end on

Copy, paste, and edit the message as needed.
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6. Click the Return to Search button at the bottom of the page when complete.

5. POC=:

2_ Requesting Unitc: // 04€245, DOL-1// BOC: [/

2. PSC-PED-S5BE: HQS-DG-CGERSC-PSD-SSBEUSCE.MIL

C. //PRC/LENT/DOL/D/D¥R// BOC: //BATE/BANE/FIRST/LAST// =t DH-3I0-I00H or email First M.LastEUSCG.MIL

Return to Search

The user will be returned to the Member Source page.

7. Close the tab and return to Home.

10.3 Initiate RSV Orders from Mobilization

In order to link Mobilization and RSV Orders data in Direct Access, authorized users will be required to
initiate orders from the Mobilization Requirement Sourcing page. NOTE: If a RSV Order linked to a
Mobilization requirement is cancelled, the related requirement will also be cancelled.

1. Click the Requirement Sourcing link in the Mobilization pagelet.

Mobilization [ & v |

My Mobilization Approvals

Requirement Sourcing

2. Use the search fields to pull up the member’s sourcing record.

Requirement Sourcing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
~ Search Criteria

Empl ID: begins with || Q
Empl Record: = v| |

Last Mame: begins with w||
First Name: begins with ||
Request Nbr: = v| |
Requirement Nbr: | = v |
Requirement Title:| begins with |

[case Sensitive

Jepy e

3. Click the Search button and select the row for the appropriate sourcing record.

o Members can be sourced to more than one requirement with different Source Begin and
Source End dates, as seen below. Be sure to select the correct sourcing record when initiating
RSV Orders.
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Search Results

iew A First JE] 14of4 [ Last|
Empl ID [Empl Record| Last Name First Name |Business Unif UrlI |H |Regulatory Region|Request Nbr| Request Type _unenl Nbr |Requirement Title Reguirement Status|Term Begin Date | Term Ending Datel|
OFFCG 10000002 PRL MALFO Partial 031372017 0412872017
ENLCG RSV 10000002 PRL 1D003 MALFO Partial 03/13/2017 12i31/2017
1 JFFCG RSV 10000006 1A 10001 CDAT Partial 0311672017 1073072017
ENLCG RSV 10000002 PRL 10002 MALFO - ARE  Sourced 03152017 11/30/2017

4. Click the Create Order link.

I Member Source | AUl

Request Nbr: 10000006  Request Title:
Requirement Nbr: 10001 Title: CDAT
Begin Date: 03/13/2017 End Date: 1173002017
Empl ID:
Reg Region: Reservists
Empl Class: Extended Active Duty
Rank: LT
Current Dept: 007347 SEC LAKE MICH CP/RDNS STF
“Begin Date:  gajg2017
Report Date: 03172017

YELLOW OPS SUPPORT 2

Mbr Status:
Business Unit:

Empl Cat:

Clearance:

Destination Dept: 007037

*End Date:

Duration (Days):

Request Type:
Requirement Status:

Duration (Days):

Sourced

Trans ID:
OFFCG Order Status:
SECRET

MSST HONOLULU (91107)
100302017

229

Individual Augmentation
Partially Sourced

263.0

Sourced Member

NOTE: The user will be taken to the Reserve Orders “Add a New Value” page. The member’s
Empl ID, Empl Record, Begin Date, and End Date will be defaulted on the page. The Begin Date
and End Date are the Source Begin Date and Source End Date from the Member Source page.

oThe Order Begin Date and End Date may need to be adjusted based on the actual

travel/depart dates of the member.

5. Select the Duty Type and click the Add button.

Reserve Orders

Find an Existing Value Add a New Value

Add |

Empl 1D: a

Empl Record:l—DQ

Trans 1D: 0

Duty Type: | Act Dty Operational Support-AC V|
Begin Date: [03/16/2017 [

End Date:  [10/30/2017 |3

The Mobilization Request and Requirement Numbers and Titles will display in the Contingency

section of the Reserve Orders page.
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~* Contingency

Operational ID: | Q

EL L s L L Authority: 10 U.S.C. 12201(d)

Contingency End Date:

Reference Authority: |

Notification Date: [ 8

1607 Eligibility Code: | v
1607 Eligibility Date: [ H

HEQUESENHE 10000006  YELLOW OPS SUPPORT 2
Requirement Nbr: 10001 CDAT

6. Follow the existing Reserve Orders procedures to complete the order data fields and route for
approval.

7. Close the tab and return to Home once complete.
The Order Status and Trans ID will be reflected in Mobilization.

Below is the Member Source page with the updated Order Status and Trans ID.

| Member Source Audit
Request Nbr: 10DD000G  Request Title:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 10001 Title: CDAT Requirement Status: Fartially Sourced
Begin Date: 03/13/2017 End Date: 172002017 Duration (Days): 263.0
Sourced Member
Empl ID: NS taless Scued Trans ID: 2392066
Reg Region: Reservists Business Unit: OFFCG Order Status: Proposed
Empl Class: Extended Active Duty Empl Cat:
Rank: LT Clearance: SECRET
Current Dept: 007347 SEC LAKE MICH CP/RDNS STF Destination Dept: 007037 MSST HONOLULU (91107)
*Begin Date: 03162017 *End Date: 100302017
Report Date: ~ 03/17/2017 Duration (Days): 229

Below is the Candidates page with the updated Order Status and Trans ID.
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Requirement Details Requirement Posting

Request Nbr: 10000006 Request Title:
Requirement Nbr: 10001 Title:
Begin Date: D3aM 3017 End Date:

Sourced Member

Empl ID:

Rank: LT
Current Dept: 007347
Begin Date: 03162017

Duration (Days): 229

Receiving Dept Info

YELLOW OPS SUPPORT 2

CDAT

/3072017

SEC LAKE MICH CP/RDNS STF

——
Candidates

Reguirement Approval

Request Type:

Requirement
Status:

Duration (Days): 263.0

Member Status: Sourced
Clearance: SECRET
End Date: 10/30/2017

Individual Augmentation

Partially Sourced

Trans ID:

Order Status:

2392066

Proposed

Source Member

10.4 Member Processing
The Member Processing page will be used to enter member processing information, including

Mobilization Date, Demobilization Date, Incident Check-In Date, Incident Check-Out Date, and Return
Home Date.

1. Select the Requirement Sourcing link in the Mobilization pagelet.

Mabilization Exd

IMobilization Request

Member Search

I Reguirement Sourcing I

Requirement MNavigator

Sourcing History

My Mobilization Approvals

Tasking Command
ICS Command
Operational Name
Force Element Setup

Add a Person

2. Use the search fields to pull up the member’s sourcing record.

Requirement Sourcing

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Empl ID:

* Search Criteria

Q

Empl Record: = v

Last Name: begins with w||
First Name: begins with ||

Request Nbr: = ||

Requirement Nbr: |

20

Requirement Title:| begins with |

[Icase Sensitive
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3. Click the Search button and select the row for the appropriate sourcing record.

oMembers can be sourced to more than one requirement with different Source Begin and
Source End dates, as seen below. Be sure to select the correct member record.

Search Results

OFFCG 10000006 1A

ord| Last Name |First Name |Business Unit Rmu Region [Request Nbr| Request Type|Requirement Nbr|Reguirement Title |Requirement Status|Term Begin Date | Tenm Ending Date|

10001

CDAT

First Q] 1071 JJJ Last

Famal

4. Select the Member Processing tab.

Member Source i Member Processing i Audit

Request Nbr: 10000006 Request Title: YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 10001 Title: CDAT Requirement Status: Partially Sourced
Begin Date: 03/13/2017  End Date: 1113002017 Duration (Days): 263.0
Sourced Member
Empl ID: Mbr Status: Sourced Trans ID: 2392066
Reg Region:  Reservists Business Unit:  OFFCG Order Status: Froposed
Empl Class: Extended Active Duty Empl Cat:
Rank: LT Clearance: SECRET
Current Dept: 007347 SEC LAKE MICH CR/IRDNS STF Destination Dept: 007037 MSST HONOLULU (81107)
*Begin Date:  [03/16/2017 |[5] *End Date: 10202017 [5
Report Date:  03/17/2017 [ Duration (Days): 229
5. Complete the fields as indicated below.
Member Source Member Processing Audit
Request Nbr: 10000008 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

Requirement Nbr: 10001

Begin Date:

Empl ID:

Reg Region:

Empl Class:

Rank:

Current Dept:
Mobilization Date:
Incident Check-in Date:

Return Home Date:

Member Locations

Title:

03/13/2017 End Date:

CDAT

117302017

Mbr Status:
Reservists Business Unit:
Extended Active Duty Empl Cat:
LT Clearance:
007347 8EC LAKE MICH CP/RDNS STF Destination Dept:

03162017 [#
02172017 [5)
E]

Demobilization Date:

Incident Check-out Date:

Duration (Days):

Requirement Status: Partially Sourced

263.0

Mobilization Processing

Sourced

QFFCG

SECRET

007037 MSST HONOLULU (91107)
[
E

:lrz-ln 10f1 ] Last

L [

Personalize | Find | = |

[*Effective Date

[+ [=]

1/BE2550000 (O, Belgium GROBBENDONK |BOARDING OFFICER CERTIFICATION ASHORE Q [Operations  ~] (03172017 5
Field Description/Instructions
Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created
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Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Mobilization Processing

Empl ID

Emplid and name of the member sourced to the requirement

Mbr Status

Status of the member in relation to the specific requirement. Available
values are:

Sourced — Member has been sourced to the requirement. NOTE: A
member is ‘Sourced’ once the Tasking Status has been updated to
Partially Sourced or Fully Sourced on the Member Source page
Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page

Demobilized — Member has been demobilized from the requirement.
NOTE: A member is ‘Demobilized’ once a Demobilization Date has
been entered on the Member Processing page

Reg Region

Reg Region of the member sourced to the requirement

Business Unit

Business Unit of the member sourced to the requirement

Empl Class

Empl Class of the member sourced to the requirement

Empl Cat

Empl Cat of the member sourced to the requirement

Rank

Rank of the member sourced to the requirement

Clearance

Security Clearance of the member sourced to the requirement

Current Dept

Current Department of the member sourced to the requirement

Destination Dept

Destination Department of the member sourced to the requirement

Mobilization Date

Date member leaves to report to the incident

Demobilization Date

Date member leaves to return to home unit for incident debriefing and out
processing

Incident Check-in Date

Date member reports to incident

Incident Check-out Date

Date member leaves incident

Return Home Date

Date member returns home

Member Locations

Geographical Location

Use the @ to search for the location the member has reported to

110




Direct Access Mobilization System User Guide

ook Up GoogaptcLocion >

He e
Geog Location Code: begins with » ||
State/Country Description: | begins with » |
City: begins with » |
State: begins with % |
Country: begins with | Q
Look Up Clear | Cancel | Basic Lockup

Search Results
Only the first 300 results can be digplayed.

t ] 130007200 | Les

Geog Location State/C ountry
Siate |Country

Code Description
0100000040 Alsbama ALABAMA
010000001 Alabama AUTAUGA & USA
010000003 Alabama BALDWIN AL USA
010000005 Alabama BAREBOUR AL USA
010000007 Alabama BIBB AL USA

Location Name

Will display once a Geographical Location is selected

City Will display once a Geographical Location is selected

Job Title Job the member will serve in at the location. This is the list of Force
Element values

ICS Section ICS Section the member will report to

Effective Date

Effective Date for the new row being added to the Member Locations
grid

Used to add a new member location row

B

Used to delete a member location row

6. Click the Save button at the page once complete.

The Mbr Status will update to Mobilized if a Mobilization Date is entered and Demobilized if a
Demobilization Date is entered.

Member Source Member Processing Audit

Request Nbr:

10000006 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

Requirement Nbr: 10001 Title: CDAT Requirement Status:  pariially Sourced

Begin Date: 02/13/2017 End Date: 1173002017 Duration (Days): 2630

Return Home Date:

Member Locations

&l

1|BE2550000 &, Belgium

Empl ID: Iuhr Status: Mobilized I

Reg Region: Reservists Business Unit: OFFCG

Empl Class: Extended Active Duty Empl Cat:

Rank: LT Clearance: SECRET

Current Dapt: 007847 SEC LAKE MICH CP/IRDNS STF Dastination Dept: 007037 MSST HONOLULU (91107}
Mobilization Date: [panarzot7 |5 Demobilization Date: [

Incident Check.in Date:  |03/17/2017 [ Incident Check-out Date: [

Personalize | Find | 20| H

*Effective Date

GROBBENDONK

‘EDARDING OFFICER GERTIFICATION ASHORE

Q [Operations v |02117/2017

E

Mobilization Processing

First KN 1 or 4 B st

¥ =]
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7. Close the Member Processing tab and return to Home.

10.5 Sourcing Audit

The Sourcing Audit shows an audit record of changes to the Member Sourcing and Member Processing
pages.

Member Source Member Processing I Audit

Request Nbr: 10000006 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 10001 Title: CDAT Requirement Status:  paryially Sourced
Begin Date: 02/12/2017 End Date: 1173002017 Duration (Days): 263.0

Personalize | Find |

Begin Date End Date EmplID |Sourced Member

Member Source

0311612017
e Change 03612017 10/30/12017 031712017
03H6/2017
St Add D3M6/2017  10/3012017 031712017
Member Location Audit Personalize | Find | | First B 1 o1 B Last
r User 1D Name Datetime Modified  |Action |Geog Location Code Job Title ICS Section Effective Date
0311612017 )
1 e Add BE2550000 BOARDING OFFICER CERTIFICATION ASHORE Cperations 031712017
Request Nbr: 10000006 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 10001 Title: CDAT Requirement Status:  partialy Sourced
Begin Date: 03132017 End Date: 11302017 Duration (Days): 2630

Memher Source Personalize | Find | &

==

rational Dotz | MSHbER Processing Dates

Datetime Modified Iaction Gp"“"““"' |Order Type |Contigency 1D r"‘“' D"'" Travel LOA 'Supporting Command [Tasking Status

?g’;?’fggd Change OprSupport ”U C“’“‘"ge”“ oy 123560574  TIUIPASDERIST5GENMS PAC AREA Partially Sourced
03162017 T10 Contingency Invol
2 e Add Oprsupport 110 0 123569874 TIIPASDERIBTSGEIS PAC AREA Partially Sourced
Member Location Audit Personslize | Find | & First B 1 o1 BN Lot
r User 1D Datetime Modified | Action (Geog Location Code | Job Title CS Section |Effective Date
031612017
1 o Add BE2550000 BOARDING OFFICER CERTIFICATION ASHORE ~ Operations  D3/17/2017

Member Source | Member Processing | Audit

Request Nbr: 10000006 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type: Individual Augmentation

Requirement Status: Partially Sourced

Requirement Nbr: 10001 Title: CDAT
Begin Date: 03132017 End Date: 113012017 Duration (Days): 263.0
Member Source Personalize | Find | @l First Bl 12062 I ot
|Action Mobilization Date: [DeTobilization I"cmemn Incident Check-out Date
To1 10 Changs
ea7 1A Add
Member Location Audit Personalize | Find | 2| First I 1 or 1 I Lot
r User 1D Name Datetime Modified  (Action (Geog Location Code Job Title ICS Section Effective Date
1 ?g’;ﬁggﬂ Add BE2550000 BOARDING OFFICER CERTIFICATION ASHORE ‘Operations 03172017
Field Description/Instructions
Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created
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Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Member Source — Summary

User ID

Emplid of the user who added or modified the record

Name Name of the user who added or modified the record
Datetime Modified Date and time the record was modified (added, changed)
Action Type of action that was taken on the record

Begin Date Source Begin Date as entered on the Member Source page
End Date Source End Date as entered on the Member Source page
Empl ID Emplid of the member sourced to the requirement

Sourced Member Name of the member sourced to the requirement

Report Date Report Date as entered on the Member Source page

Member Location Audit

User ID

Emplid of the user who added or modified the record

Name Name of the user who added or modified the record

Datetime Modified Date and time the requirement was modified

Action Action that was taken on the record

Geog Location Code Geographical Location entered on the Member Processing page
Job Title Job Title entered on the Member Processing page

ICS Section ICS Section entered on the Member Processing page

Effective Date

Effective Date entered on the Member Processing page

Member Source — Operational Detail

User ID Emplid of the user who added or modified the record
Name Name of the user who added or modified the record
Datetime Modified Date and time the record was modified (added, changed)
Action Type of action that was taken on the record

Operational Category Operational Category of the record

Order Type Order Type associated with the sourcing record

Contingency 1D

Contingency 1D associated with the sourcing record

Travel Order Number

Travel Order Number as entered on the Member Source page

Travel LOA

Travel LOA as entered on the Member Source page

Supporting Command

Supporting Command as selected on the Member Source page

Tasking Status

Tasking Status as selected on the Member Source page

Member Source — Member P

rocessing Dates

User ID

Emplid of the user who added or modified the record

Name Name of the user who added or modified the record
Datetime Modified Date and time the record was modified (added, changed)
Action Type of action that was taken on the record

Mobilization Date

Mobilization Date entered on the Member Processing page

Demobilization Date

Demobilization Date entered on the Member Processing page

Incident Check-in Date

Incident Check-in Date entered on the Member Processing page

Incident Check-out Date

Incident Check-out Date entered on the Member Processing page
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10.6 Correcting a Member Sourcing Record
This section of the user guide provides the steps for updating data on a sourcing record, removing a
sourced member from a requirement, and changing the member that is sourced to a requirement.

1. Select the Requirement Sourcing link in the Mobilization pagelet.

Mobilization Exd

Mobilization Reguest Tasking Command
Member Search ICS Command

IRegui rement Sourcing Operational Mame

Reguirement Mavigator Force Element Setup
Sourcing History Add a Person

My Mobilization Approvals

2. Use the search fields to pull up the member’s sourcing record.

Requirement Sourcing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
~ Search Criteria

Empl ID: begins with || o}
Empl Record: = v

Last Name: begins with ||
First Name: begins with ||
Request Nbr: = v
Requirement Nbr: |
Requirement Title:| begins with |

D Case Sensitive

feye

3. Click the Search button and select the row for the appropriate sourcing record.

oMembers can be sourced to more than one requirement with different Source Begin and
Source End dates, as seen below. Be sure to select the correct member record.

Search Results

Y First ] 14of¢ [ Last
Empl ID |[Empl Record| Last Name First Name |Business Unit|Regulafory Region Request Nbr|Request Type _unenl Nbr [Reguirement Title[Reguirement Status|Term Begin Date|Term Ending Date|
OFFCG AD 10000002 PRL 10001 MALFO Partial 03.‘13!201? 04/28/2017
ENLCG RSV 10000002 PRL M MALFO Partial 0311372017 1213112017
( OFFCG RSV 10000006 1A 10001 CDAT Partial 031612017 107302017
ENLCG RSV 10000002 FRL 1000 MALFG - ARE  Sourced 031572017 TAE02017

4. Follow the steps in section “10.6.1 Correcting Date on a Member Source Record” to edit member
sourcing data. Follow the steps in section “10.6.2 Delete a Sourced Member from a Requirement”
to delete a member that is sourced to a requirement. Follow the steps in section “10.6.3 Change
the Member Sourced to a Requirement” to change the member that is sourced to a requirement.
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10.6.1 Correcting Data on a Member Source Record

1. Follow the steps in section “6.1 Correcting a Member Sourcing Record” to pull up the member
record that needs to that corrected.

2. Once on the Member Source page, use the table below to update the fields as needed.

Member Source Member Processing Audit

Request Nbr: 10000006  Request Title: YELLOW OPS SUPPORT 2

Requirement Nbr: 10001 Title: CDAT

Begin Date: 03132017 End Date: 113002017
Empl ID: Mbr Status:
Reg Region: Reservists Business Unit:
Empl Class: Extended Active Duty Empl Cat:
Rank: LT Clearance:
Current Dept: 007347 SEC LAKE MICH CP/RDNS STF Destination Dept:
*Begin Date: 03/16/2017 |5 *End Date:
Report Date:  |03M17/2017  [51] Duration (Days):

Request Type:
Requirement Status:

Duration {Days):

Sourced Member

Mabilized Trans ID: 2392066

OFFCG Order Status: Proposed

SECRET

007037
AN

229

MSST HONOLULU (91107)

Individual Augmentation
Partially Sourced

263.0

Operational Category:
Order Type:
Contingency ID:

Travel Order Nbr:

*Supporting Command:

*Tasking Status:

Cperational Support

Operational Detail

Order-Ready Message

Travel Line of Accounting: 7/9/PASDER/STSGE/45

|T1|:| Contingency Invol Qrders v|
Q

123569874

|PAC AREA v|

| Partially Sourced v|

NOTE: If the Source Begin and End Dates need to be extended, please be sure the new dates are
within the range of the Requirement Begin and End Dates. If the Source Begin and End Dates are
not within the range of the Requirement Begin and End Dates, users will be required to extend the

requirement dates BEFORE extending the sourcing dates. The requirement dates can only be

extended via the Requirement Details page. Follow the steps in section “7 Mobilization
Requirements” to search for the requirement with dates that need to be extended.

Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created. This
data cannot be changed

Request Title Display only Request Title as entered on the Request Data page. This
data can only be changed via the Request Data page

Request Type Display only Request Type selected when the request is created. This
data cannot be changed
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Requirement Nbr

Display only Requirement Number generated when the requirement is
created. This data cannot be changed

Title

Display only Requirement Title as entered on the Requirement Details
page. This data can only be changed via the Requirement Details page

Requirement Status

Display only Requirement Status

Begin Date Display only Begin Date as entered on the Requirement Details page.
This data can only be changed via the Requirement Details page
End Date Display only End Date as entered on the Requirement Details page. This

data can only be changed via the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Sourced Member

Empl ID Emplid and name of the member being sourced to the requirement

Mbr Status Status of the member in relation to the specific requirement. Available
values are:
Sourced — Member has been sourced to the requirement. NOTE: A
member is ‘Sourced’ once the Tasking Status has been updated to
Partially Sourced or Fully Sourced on the Member Source page
Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page
Demobilized — Member has been demobilized from the requirement.
NOTE: A member is ‘Demobilized’ once a Demobilization Date has
been entered on the Member Processing page

Trans ID Reserve Order Trans ID will display once a Direct Access RSV Order
has been generated for the member

Order Status Status of Direct Access RSV Order will display here. Available values
are:
Proposed — Initial order has been created
Authorized — Order has been authorized by DXR
Ready — Travel details have been approved. Order is ready for member to
depart
En Route — Departs/Reports approved. Member has departed home unit
Finished — Order execution completed
Cancelled — Order has been cancelled

Create Order Link that allows authorized users to create RSV Orders for member
Reserve members sourced to requirements

Reg Region Reg Region of the member sourced to the requirement

Business Unit Business Unit of the member sourced to the requirement

Empl Class Empl Class of the member sourced to the requirement

Empl Cat Empl Cat of the member sourced to the requirement

Rank Rank of the member sourced to the requirement

Clearance Security Clearance of the member sourced to the requirement

Current Dept

Current Department of the member sourced to the requirement

Destination Dept

Destination Department of the member sourced to the requirement

Begin Date Source Begin Date of the member sourced to the requirement
End Date Source End Date of the member sourced to the requirement
Report Date Report Date of the member sourced to the requirement
Duration (Days) Number of days member is sourced to the requirement
Compliance
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Compliance — Member
Qualifications

Compliance grid that display the member’s compliance related to the
Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security

Clearance required for the requirement

Operational Detail
Operational Category

Display only Operational Category as selected on the Requirement
Details page

Order Type related to the member and sourcing record. Available options
include:

Order Type

ADT Orders

DT Orders

T10 ADOS Long Term Orders
T10 ADOS Short Term Crders
T10 Contingency Imvol Orders
T10 Contingency Vol Orders

T14 Disaster Crders

TOY ADVChef&ux Dizaster Orders
TDY ADICiviAux Orders

Link that generates an order ready message related to the Order Type
selected for the member and requirement

Order Contingency ID related to the order. These values are setup and
maintained as part of RSV Orders

Travel Order Number

Travel Line of Accounting

Supporting Command related to the requirement and sourcing record
Tasking Status of Partially Sourced or Fully Sourced. This should be

selected after all fields on the page have been completed

Order-Ready Message

Contingency 1D

Travel Order Nbr

Travel Line of Accounting
Supporting Command
Tasking Status

3. Click Save at the bottom of the page to commit the changes.

10.6.2 Delete a Sourced Member from a Requirement

080urced members can only be deleted from a requirement if a RSV Order has not been initiated for
the member in Direct Access AND the member has not been checked in on the Member Processing page.

1. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” to search for
requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing Requirements
via Requirement Navigator” to search for requirements via the Requirement Navigator.

2. Once on the Requirement Details page, click the Candidates tab.

] I ] T |

Requirement Information

RequestNbr: 10000002 RequestTitle: DEEP WATER OPS 1 [T Fire S REEEE

Requirement Nbr: 10002 Requirement Status:  Fully Sourced

Force Element: 184 Q. MARINE ENVIRONMENTAL RESPONSE ASSET LINE FIELD *Operational Category: | Named Contingency v
OFF

*Title: MALFO - ARE *Mission Classification:

Team Title: MARINE RESPONSE Available for Volunteers: 5

*Begin Date: 03132017 [5] *End Date: 11730120128 [51] Duration (Days): 3

628.0 ,
Clone Requirement
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3. Once on the Candidates page, click the Delete button on the row of the sourced member.

Requirement Details | Reguirement Posting | Receiving Deptinfo | Candidates || Requirement Approval | Audit

Request Nbr: 10000002  RequestTitle: DEEPWATER OPS 1 RequestType:  Pre defined Requirement List

Requirement Nbr: 10002 Title: MALFG - ARE Requirement

Status:
Duration (Days):  628.0

Fully Sourced

Begin Date: 03132017  End Date: 117302013

Sourced Member

Empl ID: Member Status: Sourced UEBilE
Rank: MST1 Clearance: SECRET Order Status:
Current Dept: 002817 RESERVE PERS MGMT
Begin Date: 03/15/2017 gl RIETERT
Duration (Days): 261 Source Member
= 1 1202 3
1Voluntesr Sourced MST1 RSV SECRET 002817  RESERVEPERS MGMT 010093 CDR 008154 ™ —_—
'SEC SAN DIEGO
2 Selected Active ME1 RSV  SECRET 722 e e 042632 O El

The user will get a message stating that the delete will occur when the transaction is saved.

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Cancel

4. Click OK.

5. Click Save at the bottom of the page to commit the changes.

Member Empl ID:

[ &
[ o0a

Empl Record:

Add to IJ51|

The Requirement Status will update to Open.

NOTE: The sourced member’s data will still display under Sourced Member on the Candidates
page. Users will need to close the tab and reenter the Requirement Details page.

Requirement Details Requirement Posfing

Receiving Dept Info

Candidates |

Requirement Approval

Request Nbr: 10000002 Request Title:

Regquest Type:

Pre defined Requirement List

Requirement
Status:

Cpen

DEEP WATER QPS5 1
Requirement Nbr: 10002 Title: MALFO - ARE
Begin Date: 03/13/2017  End Date: 1113002018

Sourced Member

Duration (Days):

Empl ID: Member Status: Sourced Trans ID:

Rank: MST1 Clearance: SECRET Order Status:

Current Dept: 002317 RESERVE PERS MGMT

Begin Date:  03/15/2017 End Date: 1113012017

Duration 261 Source Member
(Days):

623.0

118



Direct Access Mobilization System User Guide

Once users reenter the page, the Sourced Member section will be blank.

Requirement Details Requirement Posting Receiving Dept Info I Candidates Requirement Approval Audit
Request Nbr: 10000002 Request Title: DEEP WATER OFS 1 Request Type: Fre defined Requirement List
Requirement Nbr: 10002 Title: MALFO - ARE Requirement Cpen
Status:
Begin Date: D3/13/2017  End Date: 11/30/2013 Duration (Days): ~ 622.0
Empl ID: Member Status: Trans ID:
Rank: Clearance: Order Status:
Current Dept:
Begin Date: End Date:
Duration (Days): Source Member

10.6.3 Change the Member Sourced to a Requirement

This section of the user guides provides instructions for removing a sourced member from a requirement
and sourcing a new member. NOTE: The member sourced to a requirement cannot be changed if the
member has already been checked in on the Member Processing page.

1. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” to search for
requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing Requirements
via Requirement Navigator” to search for requirements via the Requirement Navigator.

2. Once on the Requirement Details page, click the Candidates tab.

Requirement Details Receiving Deptinfo | Candidates | Reguirement Approval
RequestNbr: 10000002 RequestTitle: DEEP WATER OPS 1 [ Fire Ol RE T
Requirement Nbr: 10002 Requirement Status: Fully Sourced
Force Element: |184 |Q, gﬂ?FRINE ENVIRONMENTAL RESPONSE ASSET LINE FIELD *Operational Category: | Named Contingency hd
*Title: [MALFO - ARE *Mission Classification:

Team Title: IMARINE RESPONSE Available for Volunteers:
*Begin Date:  |03/132017 [ “End Date: [117202018 |50 Duration (Days): 625.0
Clone Requirement |

3. Once on the Candidates page, click the Delete button on the row of the sourced member.
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faiig B
Requirement Details | Requirement Posting | Receiving DeptInfo | Candidates ' Requirement Approval [ Audit
Request Nbr: 10000002  RequestTitle:  DEEP WATER OPS 1 Request Type: Pre defined Requirement List
Requirement Nbr: 10002 Title: MALFC - ARE Requirement Fully Sourced
Status:
Begin Date: 03/432017  End Date: 112002013 Duration (Days):  622.0
Empl ID: Member Status: Sourced el
Rank: MSTH Clearance: SECRET Order Status:
Current Dept: 002317 RESERVE PERS MGMT
Begin Date: 031512017 Esdlliate RETATY
Duration (Days): 261 Source Member
& ozl
1 Volunteer ‘Sourced MST1 RSV SECRET 002817 'RESERVE PERS MGMT 010093 CDR 008154 —_’E
‘SEC SAN DIEGO
2Selected Active ME1 RSV  SECRET mrEs ey 042632 =l

The user will get a message stating that the delete will occur when the transaction is saved.

Delete Confirmation

Delete current'selected rows from this page? The delete will occur whan the transaction is saved.

Cancel

4. Click OK.

5. Click Save at the bottom of the page to commit the changes.

Member Empl ID: Q
Empl Record: 0

Add to IJ'51|

The Requirement Status will update to Open.

NOTE: The sourced member’s data will still display under Sourced Member on the Candidates

page. Users will need to close the tab and reenter the Requirement Details page.

Requirement Details Requirement Posiing Receiving Dept Info Candidates | Reguirement Approval

Request Nbr: 10000002 Request Title: DEEP WATER OPS 1 Request Type: Fre defined Requirement List
Requirement Nbr: 10002 Title: MALFC - ARE Requirement Open

Status:
Begin Date: 03/13/2017  End Date: 1103002013 Duration (Days):  623.0

Sourced Member

Empl ID: Member Status: Sourced Trans ID:

Rank: MST1 Clearance: SECRET Order Status:

Current Dept: 002317 RESERVE PERS MGMT

Begin Date:  03/15/2017 Endiiak 14302017

Duration 261 Source Member
{Days):

Once users reenter the page, the Sourced Member section will be blank.
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Requirement Details Requirement Posting Receiving Dept Info

I Candidates

Requirement Approval

Request Nbr: 10000002 Request Title: DEEP WATER OPS 1 Request Type: Fre defined Requirement List
Requirement Nbr: 10002 Title: MALFC - ARE Requirement Cpen

Status:
Begin Date: 03/13/2017  End Date: 11/30/2018 Duration (Days): ~ 628.0

Sourced Member

Empl ID:

Member Status: Trans 1D:
Rank: Clearance: Order Status:
Current Dept:
Begin Date: End Date:

Duration {Days):

Source Member

If needed, use the Member Empl ID and Empl Record fields to add the new member that will be
sourced to the requirement. Click the Save button at the bottom of the page once complete.

Use the Selected checkbox to select the new member that will be sourced to the requirement.
Click the Save button at the bottom of the page once complete.

Requirement Details | Requirement Posting | Receiving Deptinfo | Candidates | Requirement Approval | Audit

Request Nbr: 10000002  RequestTitle:  DEEP WATEROPS 1

Request Type: Pre defined Requirement List
Requirement Nbr: 10002 Title: MALFO - ARE Requirement  Ogen

Status:
Begin Date: 031302017 End Date: 117302013 Duration (Days): 6280

‘Sourced Member
Empl ID:

Member Status: jansi
Rank: Clearance: Order Status:
Current Dept:

Begin Date: End Date:

Duration (Days):

Source Member

Candidates

Fing | Viewat | &) 8 Fist Kl 420r2 Bl Lot
rmz EmplID (Name foblzation  \pgnk R0 clearance Deptid  |Dept Name SPODeptid | SOMMAN  |approver Name Rank |SPErover Selected | Sourced ’7

1sdected Mabiized LT RSV  SECRET 007847 SEC LAKE MICH CRIRDNS STF 042191 =l
i : SEC SAN DIEGO
28elected  ; Active MEl RSV SECRET 07220 BE SR CEMENT DV 042622 0 5]
Member Empl ID: Q
Empl Record: e,
Add to List

The Requirement Status will update to Filled.
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Requirement Details Requirement Posting Receiving Dept Info [ Candidates | Requirement Approval

Request Nbr: 10000002 Request Title: DEEP WATER OPS 1 Request Type: Pre defined Requirement List
Requirement Nbr: 10002 Title: MALFO - ARE Requirement Filled

Status:
Begin Date: 0313/2017  End Date: 113012018 Duration (Days): ~ 628.0

Sourced Member

Empl ID: Member Status: Trans ID:
Rank: Clearance: Order Status:
Current Dept:
Begin Date: End Date:
Duration (Days): Source Member
Candidates
’7 Type Empl ID |Name Statu Rank 'Clearance Deptid Dept Name SPO Deptid {
1 Selected Mobilized SECRET 007347 SEC LAKE MICH CP/RDNS STF 042191
2 Selected Active ME! RSV  SECRET 007220  SECSANDIESS v 042632
Member Empl 1D: [ e
Empl Record: ’_U Q

8. Click the Source Member link.

Requirement Details Requirement Posting eiving Dept Info Candidates ] Requirement Approval

Request Nbr: 10000002 Request Title: DEEP WATER OPS 1 Request Type: Fre defined Requirement List
Requirement Nbr: 10002 Title: MALFC - ARE Requirement Filled

Status:

Begin Date: 03/13/2017  End Date: 11/20/2018 Duration (Days):  623.0

Empl ID: Member Status: Trans ID:

Rank: Clearance: Order Status:

Current Dept:

Begin Date: End Date:

Duration (Days):

The user is brought to the Member Source page.

9. Complete the Member Source fields as indicated below.
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| Member Source

Il

|

Request Nbr: 10000002

Request Title:

DEEP WATER OPS5 1

Request Type:

Requirement Status:

Pre defined Requirement List

Filled

Requirement Nbr: 10002 Title: MALFC - ARE
Begin Date: 03112/2017 End Date: 1173012018 Duration (Days): 6230
Empl ID: Mbr Status: Trans ID:
Reg Region: Reservists Business Unit:  OFFCG Order Status:
Empl Class: Extended Active Duty Empl Cat: Create Order
Rank: LT Clearance: SECRET
Current Dept: 007347 SEC LAKE MICH CP/RDNS STF Destination Dept: 006733 USS JOHN 5. MCCAIN (DDG-56)
*Begin Date:  [12/01/2017 [3i] *End Date: 03312018 B
Report Date: E] Duration (Days): 121

Operational Category:
Order Type:

Contingency ID:

Travel Order Nbr:

Travel Line of Accounting:
*Supporting Command:

*Tasking Status:

Operational Detail

MNamed Contingency Order-Ready Message
[T10 ADOS Long Term Orders v
Q,
|FORCECOM v/
| Partially Sourced v|

Field Description/Instructions

Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Sourced Member

Empl ID

Emplid and name of the member being sourced to the requirement

Mbr Status

Status of the member in relation to the specific requirement. Available
values are:

Sourced — Member has been sourced to the requirement. NOTE: A
member is ‘Sourced’ once the Tasking Status has been updated to
Partially Sourced or Fully Sourced on the Member Source page
Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page
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Demobilized — Member has been demobilized from the requirement.
NOTE: A member is ‘Demobilized’ once a Demobilization Date has
been entered on the Member Processing page

Trans ID Reserve Order Trans ID will display once a Direct Access RSV Order
has been initiated for the member
Order Status Status of Direct Access RSV Order will display here. Available values

are:
Proposed — Initial order has been created

Authorized — Order has been authorized by DXR

Ready — Travel details have been approved. Order is ready for member to
depart

En Route — Departs/Reports approved. Member has departed home unit
Finished — Order execution completed

Cancelled — Order has been cancelled

Create Order

Link that allows authorized users to create RSV Orders for Reserve
members sourced to requirements

Reg Region Reg Region of the member being sourced to the requirement
Business Unit Business Unit of the member being sourced to the requirement
Empl Class Empl Class of the member being sourced to the requirement

Empl Cat Empl Cat of the member being sourced to the requirement

Rank Rank of the member being sourced to the requirement

Clearance Security Clearance of the member being sourced to the requirement

Current Dept

Current Department of the member being sourced to the requirement

Destination Dept

Destination Department of the member being sourced to the requirement

Begin Date Source Begin Date of the member being sourced to the requirement
End Date Source End Date of the member being sourced to the requirement
Report Date Report Date of the member being sourced to the requirement
Duration (Days) Number of days member is sourced to the requirement
Compliance

Compliance — Member
Qualifications

Compliance grid that display the member’s compliance related to the
Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security
Clearance required for the requirement

Operational Detail

Operational Category

Display only Operational Category as selected on the Requirement
Details page

Order Type

Order Type related to the member and sourcing record. Available options
include:

ADT Orders

DT Orders

T10 ADOS Long Term Orders
T10 ADOS Short Term Orders
T10 Contingency Imvol Orders
T10 Contingency Vol Orders
T14 Disaster Orders

TOY ADVCiviaux Dizaster Orders
TOY ADVChwisux Orders

Order-Ready Message

Link that generates an order message related to the Order Type selected
for the member and requirement. NOTE: ADT Orders and IDT Orders
do not have order-ready messages

Contingency ID

Order Contingency ID related to the order. These values are setup and
maintained as part of RSV Orders
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Travel Order Nbr Travel Order Number

Travel Line of Accounting Travel Line of Accounting

Supporting Command Supporting Command related to the requirement and sourcing record

Tasking Status Tasking Status of Partially Sourced or Fully Sourced. This should be
selected after all fields on the page have been completed

NOTE: If the member is sourced to another requirement with the same source dates, the user will

get the following message. Click OK and change the Source Begin Date and/or Source End Date
accordingly.

This member is currently sourced in the following requirements as shown below; which conflicts with the sourcing dates entered.
Request #10000006/Requirement #10001 from Source Begin Date 2017-03-16 to Source End Date 2017-10-30

10. Click the Save button at the bottom of the page once complete.

The Requirement Status will update to the Tasking Status selected.

Member Source | ! |
Request Nbr: 10000002  RequestTitle: DEEP WATER OPS 1 Request Type: Pre defined Requirement List
Requirement Nbr: 40002 Title: MALFO - ARE [ Requirement Status: Partially Sourced
Begin Date: 03/13/2017 End Date: 113012018 Duration (Days): 628.0
Sourced Member
Empl ID: Mbr Status: Sourced Trans ID:
Reg Region:  Reservists Business Unit:  CFFCG Order Status:
Empl Class:  Extended Active Duty Empl Cat: BreaiSmn
Rank: LT Clearance: SECRET
Current Dept: 007847 SEC LAKE MICH CP/RDNS STF  Destination Dept: 006738 USS JCHN S. MCCAIN (DDG-56)
*Begin Date:  [12/01/2017 [+ *End Date: 03/31/2018 [31
Report Date: Eﬂ Duration (Days): 121

11. Close the Member Source tab.

You will be returned to the Candidates page. NOTE: The sourced member will not display on the
Candidates page until the record is refreshed.

12. Close the Requirement Details tab.

You will be returned to the Manage Requirements page or Requirement Navigator, depending on
which you used to initially search for the sourcing record to change.

13. Select the requirement number link in the grid for the requirement that was just sourced.

14. Once on the Requirement Details page, click the Candidates tab.
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Requirement Details

Requirement Posting Receiving Dept Info Candidates Requirement Approval

Requirement Information

RequestNbr: 10000002 RequestTitle: DEEP WATER CPS 1 RequUEsHIVEE: pretieliedRequiemenil e
Requirement Nbr: 10002 Requirement Status: Partially Sourced

Force Element: [184  Q g?'EHNE ENVIRONMENTAL RESPONSE ASSET LINE FIELD *Operational Category: |Named Contingency v
*Title: [MALFO - ARE *Mission Classification:

Team Title: [MARINE RESPONSE Available for Volunteers:

*Begin Date:  |03/13/2017 |[&{) *End Date: [11202018 Duration (Days):

6258.0 =
Clone Requirement |

The Requirement Status will reflect as the Tasking Status selected on the Member Source page.
The sourced member information will display in the Sourced Member section of the Candidates
page. The Sourced checkbox will be checked in the candidate list for the sourced member.

Requirement Details

Request Nbr:

Requirement Nbr:

Begin Date:

Empl ID:

Rank:
Current Dept:

Begin Date:

Duration (Days):

Requirement Posting Receiving Dept Info Candidates Requirement Approval

10000002

10002

03132017

LT
007247

120172017

121

Request Title: DEEP WATER OPS 1

Request Type:

Pre defined Requirement List

Title: MALFO - ARE Requirement Fartially Sourced
Status:
End Date: 1172012018 Duration (Days):  623.0
Sourced Member
Member Status: Sourced Trans ID:
Clearance: SECRET Order Status:
SEC LAKE MICH CF/RDNS STF

End Date: 03/31/2018

15. Close the Requirement Details tab and return to Home.

10.7 Correcting a Member Processing Record
Authorized users will have access to update member processing records as needed.

1. Select the Requirement Sourcing link in the Mobilization pagelet.

Mabilization Exd

Member Search

Mobilization Request

I Reguirement Sourcing I

Requirement Navigator

Sourcing History

My Mobilization Approvals

Tasking Command
ICS Command
Operational Mame

Force Element Setup
Add a Person

2. Use the search fields to pull up the member’s sourcing record.
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Requirement Sourcing

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

* Search Criteria

Empl 1D: begins with ~|| a
Empl Record: = v |
Last Name: begins with ||
First Name: begins with ||
Request Nbr: = v | Q
Requirement Nbr: | a

Requirement Title:| begins with |

[ case sensitive

3. Click the Search button and select the row for the appropriate sourcing record.

oMembers can be sourced to more than one requirement with different Source Begin and
Source End dates, as seen below. Be sure to select the correct member record.

Search Results

First [l 140f4 [ Last
Empl ID |Empl Record| Last Name First Name |Business Unit|Requlatory Region Request Nbr|Request Type| |-ement Nbr [Requirement Title |Requirement Status|Term Begin Date | Term Ending Date |
OFFCG AD 10000002 PRL 100 MALFQ Partial 03.'13&01? 0412812017
ENLCG RSV 10000002 PRL 10003 MALFO Partial 03132017 12/31/2017
[ OFECG RSV 10000006 1A 10001 CDAT Partial 03/16/2017  10/30/2017 ]
ERLCG BSV 10000002 PRLC 000 MALFO-ARE  Sourced U TE2017 TI2002017
4. Select the Member Processing tab.
Member Source [ Member Processing i Audit
Request Nbr: 10000006 Request Title: YELLOW QOPS SUPPORT 2 Request Type: Individual Augmentation
Requirement Nbr: 410001 Title: CDAT Requirement Status: Partially Sourced
Begin Date: 03/12/2017 End Date: 1113002017 Duration (Days): 263.0

Sourced Member

Empl ID: Mbr Status: Sourced Trans ID: 2302066
Reg Region: Reservists Business Unit: OFFCG Order Status: Proposed
Empl Class: Extended Active Duty Empl Cat:

Rank: LT Clearance: SECRET

Current Dept: 007847 SEC LAKE MICH CP/RDNS STF Destination Dept: 007037 MSST HONOLULU (91107)
*Begin Date:  [03/1622017 |[5) *End Date: [orz02017 )

Report Date:  |02/17/2017 [3] Duration (Days): 229

5. Update the fields as indicated below.
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Member Locations

_ | Member Processing
e————
Request Nbr: 10000006 RequestTitle:  YELLOW OPS SUPPORT 2 Request Type: Individusl Augmentation
Requirement Nbr: 10001 Title: CDAT Requirement Status:  panialy Sourced
Begin Date: 0311372017 End Date: 11302017 Duration (Days): 283.0
Mobilization Processing
Empl 1Dz Mbr Status: Mobilized
Req Region: Reservists Business Unit: QFFCG
Empl Class: Extended Active Duty Empl Cat:
Rank: LT Clearance: SECRET
Current Dept: 007847 SEC LAKE MICH CP/RDNS STF Destination Dept: 007037 MSST HOMOLULU (81107)
Mobilization Date: 03r6/2017 | Demobilization Date: el
Incident Check-in Date:  (03/17/2017 s Incident Check-out Date: By

Return Home Date: [

e PR

1[BE2550000 %, Belgium GROBBENDONK BOARDING OFFICER CERTIFICATION ASHORE Q 03182017 & :+: :-:
2 |BE2550000 O, Belgium GROBBENDONK BOARDING OFFICER CERTIFICATION ASHORE Q 03172017 31 L+ 1=l
Field Description/Instructions
Request Nbr Display only Request Number generated when the request is created
Request Title Display only Request Title as entered on the Request Data page
Request Type Display only Request Type selected when the request is created

Requirement Nbr

Display only Requirement Number generated when the requirement is
created

Title

Display only Requirement Title as entered on the Requirement Details
page

Requirement Status

Display only Requirement Status

Begin Date

Display only Begin Date as entered on the Requirement Details page

End Date

Display only End Date as entered on the Requirement Details page

Duration (Days)

Display only number of days between requirement Begin Date and End
Date

Mobilization Processing

Empl ID

Emplid and name of the member sourced to the requirement

Mbr Status

Status of the member in relation to the specific requirement. Available
values are:

Sourced — Member has been sourced to the requirement. NOTE: A
member is ‘Sourced’ once the Tasking Status has been updated to
Partially Sourced or Fully Sourced on the Member Source page
Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page

Demobilized — Member has been demobilized from the requirement.
NOTE: A member is ‘Demobilized’ once a Demobilization Date has
been entered on the Member Processing page

Reg Region

Reg Region of the member sourced to the requirement

Business Unit

Business Unit of the member sourced to the requirement

Empl Class

Empl Class of the member sourced to the requirement

Empl Cat

Empl Cat of the member sourced to the requirement

Rank

Rank of the member sourced to the requirement

Clearance

Security Clearance of the member sourced to the requirement

Current Dept

Current Department of the member sourced to the requirement
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Destination Dept

Destination Department of the member sourced to the requirement

Mobilization Date

Date member leaves to report to the incident

Demobilization Date

Date member leaves to return to home unit for incident debriefing and out
processing

Incident Check-in Date

Date member reports to incident

Incident Check-out Date

Date member leaves incident

Return Home Date

Date member returns home

Member Locations

Geographical Location

Use the @ to search for the location the member has reported to

l DOK Up B0 ¥ nCatic

Help ~
Geog Location Code: begins with ||
State/Country Description: | begins with |
City: begins with |
State: begins with % |
Country: beqgins with | Q,
Look Up Clear | Cancel | Basic Lookup

Search Results

Only the first 300 results can be digplayed.
First ] 1-300cf200 [ Lsst

e

010000000 Alabama ALABANA Usa
010000001 Alabama AUTAUGA USA
010000003 Alabama BALDWIN & Usa
010000005 Alabama BARBOUR AL USA
010000007 Alabama BIBB AL USA

Location Name

Will display once a Geographical Location is selected

City Will display once a Geographical Location is selected

Job Title Job the member will serve in at the location. This is the list of Force
Element values

ICS Section ICS Section the member will report to

Effective Date Effective Date for the new row being added to the Member Locations
grid

Used to add a new member location row

=] Used to delete a member location row

6. Click the Save button at the bottom of the page to commit the changes.
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11 MEMBER SEARCH

The Member Search allows the user to search for qualified candidates to fill requirements.

1. Select the Member Search link in the Mobilization pagelet.

Mobilization [ & ~ |

Mobilization Request

Member Search

Requirement Sourcing

Reguirement Navigator

Tasking Command
ICS Command

Operational Name

Force Element Setup

Sourcing History Add a Person

My Mobilization rovals

2. Use one or more of the search fields to search for qualified candidates.

NOTE: Users must input at least two search criteria if Emplid is left blank. If the Single
Competency search is selected, any values in the Top Competency search fields will be
disregarded.

3. Click the Populate button to view search results.
oThe Member Search is executed against a large amount of employee data. If the page spins
and produces no results after 2 minutes, users should enter additional search criteria and perform
a new search.
Empl ID: Q Last Name: | First Name: |
Mobilization Status: ™| Rater Q Employee Status: |Actve
Grade: [TTa Department Type: |ARSTA Q) Air Station Reg Region: AD QU Active Duty
ATU: [ la Department: [ & Busi Unit: Officer CG hd
Gender: Honor/Award: Q Course: Q
Top Competencies Single Competency
Top Competency 1: Q Single Competency: Q
AND
Top Competency 2: Q
AND
Top Competency 3: Q
Clear
The table below lists the fields on the Member Search page with a description.
Field Description/Instructions
Empl ID Emplid of the specific member you are searching for
Last Name Search for members by Last Name
First Name Search for members by First Name
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Mobilization Status

Search for members by Mobilization Status. Available values are:

Active — Member has submitted an application for a requirement OR member
has been added as a BNC to a requirement

Selected — Member has been selected to fill a requirement, but not yet sourced
Sourced — Member has been sourced to a requirement

Mobilized — Member has been mobilized to a requirement

Demobilized — Member has been demobilized from a requirement

Rate Search for members by Rate

Reg Region Search for members by Reg Region. Available values include:
AD — Active Duty
NOMIL — No Military Service (used for civilians)
RSV — Reservists

Grade Search for members by Grade

Department Type Search for members by Department Type

Department Search for members by Department

ATU Search for members by ATU

Business Unit

Search for members by Business Unit. Available values include:
Enlisted CG

Officer CG
Warrant CG
Civilian CG
Gender Search for members by Gender
Honor/Award Search for members by a list of 20 available Honors/Awards. Available values
include:
First [l 1-200f20 B Last
|CGe250 Flight Surgeon Badge
CGACMI Ajrcrewman Insignia
CEAl Aviator Inzignia
CGBFA Advanced Boat Forces Insignia
CGCAI CG Command Ashore Insignia
CGCCI Company Commander Insignia
COCEA C Command Enlisted Advisor
CGCI CG Cutterman Insignia
CGCSI CG Command at Sea Insignia
CGCXI CG Coxswain Ingignia
CGHRS CG Helo Rescue Swimmer Insigni
CGMSI CG Marine Safety Insignia
CEOIC CG OIC Ashore Insignia
CGOICAF CG OIC Aflcat
CGPAMNPL Phys Asst/Murss Prac Insignia
CGSCUBA Scuba Insignia (Enlisted)
CESCUBAD  Scuba Insignia (Officer)
CGSI CG Surfman Insignia
CGSU C Port Security [nsignia
CGTCLT CG TACLET/LEDET Uniform Insign
Course Search for members by Course. NOTE: Only (1) course can be entered at a

time. Using a course value will narrow the results to members that have the
course as a qualification

Employee Status

Search for members by JOB Employee Status. This field can be used to
narrow the results to only display members with an Active HR status.
Available values include:

Active

Retired With Pay

Terminated
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Single Competency

Search for members by Competency. NOTE: Only (1) competency can be
entered at a time. Using a competency value will narrow the results to
members that have the competency as a qualification

Top Competencies

Search for members by multiple “top” competencies. Available values
include:

ATHMNC Buoy Deck Supervisor

CXM4SPUR  RB-M Pursuit COXMN

CXMSPCTA  SPC-LE Tactical COXNM

CXMNSRPR CB-0OTH Pursuit COXMN

DCPQS DCPQS (Basic)

DCPQSADy DCPQGS (Advanced)

EWTSLG ANISLQ-320V) Maintenance

FRCOTHPE FRC-OTH Pursuit BCM

FRCOTHPC FRC-OTH Pursuit Coxswain

FS17 Food Service Officer

GM15 MK38-1, 25mm Tech

GM20 MK338-2, 25mm Tech

GM25 MEAS MODD Captain

MARED Pollution Responder

MARET On Scene Coordinators Represe

MEACR, ACAR Tech

OO0 A 378 WHEC Uiw 00D

0OOLD 270 WMEC UnW 00D

OODLE 210 WMEC UMW 00D

OPSBO Bearding Officer

OPSBTM Boarding Team Mbr

OPSHS Helicopter LSO

050006 CIC Watchstander AFLOAT

WA {(OBSOLETE) Victim Advocate

WHSL-000 418 WMSL U 00D

* 10601 VWIS QMOW WAGE 420
Populate Used to populate the grid results based on the search criteria entered
Clear Used to clear the search criteria and grid results to begin a new search

11.1 Member Search Grid Results
The Member Search grid results display members with their associated sourcing and job
information. The results will display the current data for the member’s Coast Guard military
Employment Instance(s), current data for the member's civilian Employment Instance and POI

people.

Member Search Links:

1. Click the member’s Empl ID in the grid to open the member’s CG Member Info.

2. Click the member’s Last Name in the grid to open the member’s Sourcing History page to display
a list of requirements the member has been selected for or sourced to. If the Last Name link is
not available for selection, the member does not have a Mobilization record.
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L R R L R S ]

WA 00 BNl O

Pesmalizel@]\new1mlfa| 2
Member Information | Employment Information | Department Information Qualifications [ [El]

First B0 150 0f 1043 D Last

Male

Male

Male

Male

Male

Male

Male

—_—
Member Information || Employment Information

Mobilization Empl
‘Empl ] A

@ @ N @t A W R -

e

g
3
4
5
[
7
3
9

S

2
3
4
5
3
7
8
9

Active MKC
Active MKC
Active MKCS
Active FsC
Active EMC
Active QsCcs
Active MKCS
Active Qscs
Active MK1

Wember Information | _Employment Informaion | Department Information

01 D1PLNG & FORCE RONS DIV (DX)

38 D7 PLNG & FORCE RDNS DIV {DX)

el D13 PLNG & FORCE RDNS DIV (DX)
74 D11 PLNG & FORGE RDNS DIV (DX)
21 D11 PLNG & FORGE RDNS DIV (DX)
21 D11 PLNG & FORCE RDNS DIV (DX)
2 D11 PLNG & FORCE RDNS DIV (DX)
21 D11 PLNG & FORCE RDNS DIV (DX)
21 D11 PLNG & FORCE RDNS DIV (DX)

E3

008578
008578

009525

Active Component
Active Component
Active Component

Active Component

AD

AD

AD

AD

AD Active Component
AD Active Component
AD Active Component
AD Active Component
AD

Active Component

DD-SFLC MIAMI

CGC POLAR STAR

TC PET FS SCHOOL BR

WIMSL CREW CHARLIE (STRATTON)
WMSL CREW BRAVO (WAESCHE)
WMSL CREW BRAVO (WAESCHE)
WMSL CREW CHARLIE (STRATTON)
WMSL CREW ALPHA (BERTHOLF}

Personalize | Find | View 100 | 0] 3 rocct B 4.0,

e | e | S| Gucations |

First Name Competency 1 |Competency 1Efidt  (Compefency 2  (Competency 2Effdt  (Competency 2 (Competency 3 Efidt  |Honor/Award HonoriAward Effdt

045431

041675

038078

002371

042599

042589

042588

042589
042589

BASE CAPE COD SPO
BASE MB SPQ (PS)
BASE SEA SPO (PS)
TRACEN PET SPO
BASE ALAM 3P0 (PS)
BASE ALAM 5PO (PS)
BASE ALAM 5PO (PS)
BASE ALAM SPO (PS)
BASE ALAM 5PO (PS)

The table below lists the fields on the Member Search grid results with a description.

Field

| Description/Instructions

Member Information

Mobilization Status

a record in Mobilization.

The member’s current Mobilization Status. If blank, the member does not have

Active — Member has submitted an application for a requirement OR member
has been added as a BNC or Selected candidate type to a requirement
Selected — Member has been selected to fill a requirement, but not yet sourced
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Sourced — Member has been sourced to a requirement
Mobilized — Member has been mobilized to a requirement
Demobilized — Member has been demobilized from the requirement

Empl ID Emplid of the member. Clicking the link takes the user to the member’s CG
Member Info

Empl Record Employment Record for the row that is displayed in the search results

Last Name Last Name of the member. Clicking the link takes the user to the member’s
Sourcing History page to display a list of requirements the member has been
sourced to

First Name First Name of the member

Gender Gender of the member

Employment Information

Employee Status

JOB Employee Status. Available values include:

Active
Retired With Pay
Terminated
Rank Rank of the member
Grade Grade of the member

Business Unit

Business Unit of the member. Available values include:
CIVCG for Coast Guard Civilians

ENLCG for Coast Guard Enlisted members

OFFCG for Coast Guard Officers

WARCG for Coast Guard Warrant members

Gender Gender of the member

Reg Region Member’s Reg Region. Available values include:
AD — Active Duty
NOMIL — No Military Service (used for civilians)
RSV — Reservists

Empl Class Empl Class of the member. Available values include:

Active Component
Selected Reserve
PHS Officer Detailed to CG

Security Clearance

Member’s security clearance

Department Information

ATU

Member’s ATU

District Member’s District

Deptid Department ID of the member’s permanent department
Department Name Name of the member’s permanent department

SPO Deptid Department ID of the member’s SPO department

SPO Dept Name

Name of the member’s SPO department

Qualifications

Competency 1

Displays the Top Competency 1 value or the Single Competency value entered
in the search field. NOTE: If both a Top Competency 1 value and a Single
Competency value are entered in the search, the Top Competency 1 will be
disregarded. If no values are entered in the Top Competency 1 or Single
Competency fields, this field will be blank in the grid

Competency 1 Effdt

Displays the Effective Date of the Top Competency 1 value or the Single
Competency value. If no values are entered in the Top Competency 1 or
Single Competency fields, this field will be blank in the gird

Competency 2

Displays the Top Competency 2 value entered in the search field. If no value is
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entered in the Top Competency 2 search field, this field will be blank in the
grid

Competency 2 Effdt

Displays the Effective Date of the Top Competency 2 value. If no value is
entered in the Top Competency 2 search field, this field will be blank in the
grid

Competency 3

Displays the Top Competency 3 value entered in the search field. If no value is
entered in the Top Competency 3 search field, this field will be blank in the
grid

Competency 3 Effdt

Displays the Effective Date of the Top Competency 3 value. If no value is
entered in the Top Competency 3 search field, this field will be blank in the
grid

Honor/Award

Displays the Honor/Award value entered in the search field. If no values is
entered in the Honor/Award search field, this field will be blank in the grid

Honor/Award Effdt

Displays the Effective Date of the Honor/Award values. If no value is entered
in the Honor/Award search field, this field will be blank in the grid

12 REQUIREMENT SOURCING HISTORY

This section of the user guide walks through searching for a member’s sourcing history and resumes

submitted.

12.1 Member Sourcing History
The Sourcing History page will display the assignment history for all requirements a member has been
fully sourced or partially sourced to.

1. Click the Sourcing History link in the Mobilization pagelet.

Mobilization [ ¢ |

Mobilization Request
Member Search
Requirement Sourcing

Requirement Navigator

Sourcing History l

Iy Mobilization Approvals

Tasking Command
IC5 Command
Operational Name
Force Element Setup

Add a Person

2. Use the search fields to pull up the member’s sourcing record. NOTE: If searching by
Department, users must enter Department Set I1D: 00010.
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Member Sourcing History

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
* Search Criteria

Empl ID: begins with | Q
Empl Record: = hd |
Last Name: begins with ||
First Name: begins with W |
Department Set ID:| begins with || Q
Department: begins with v || Q
Business Unit: bagins with v || Q

3. Click the Search button and select the row for the appropriate member record.

NOTE: Members can be sourced to more than one requirement and on different employment
records, as seen below. Be sure to select the correct employment record row.

Member Sourcing History

Enter any information you have and click Search. Leave fizlds blank for a list of all valuss.

Find an Existing Value
= Search Criteria

Empl ID: Q

Empl Record: = | |

Last Name: begins with + ||
First Name: begins with s |

Department Set 1D: | begins with v | Q
Department: begins with + || Q,
Business Unit: begins with » | Q

Search |  Clear | Basic Seah [5) Save Seawh Criteria

Search Results

_#_
EIIJEIIIJ 045066  SECCEN ADJUDCIATIVE SVCS BR, CIVCG NOMIL

=

The Sourcing History page will display for the member. In the screenshot below, the sourcing
history for the member’s CG military row is displayed.
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Sourcing History Member Resume

Name: Empl ID:
Rank: YNCS Reg Region:  Reservists

Employee Status: Active Business Unit: ENLCG

Department: 033225 LAMTAREA (17) Clearance:  TO® SECRET

Member Sourcing History

1 Partially Sourced 10000003 10001 10GS YELLOW OPS SUPPORT D0&324 SECTOR JUNEAU

MName: Empl ID:
Rank: NG5 Reg Region:  Reservists

Employee Status: Active Business Unit: ENLCG

Department: 0338225 LANTAREA (17) Clearance: TOP SECRET

Member Sourcmg History & iz i o e First n 10f1 D Last

Ra]..enn't[ﬁﬂs Sourcing Details |

Sourcer ID ‘Snl.reer Name

The table below lists the fields on the Sourcing History page with a description.

Field Description/Instructions

Name Member’s Name

Empl ID Member’s Empl ID

Empl Rcd Employment Record for the member’s record

Rank Member’s Rank

Reg Region Member’s Reg Region

Employee Status Member’s Employee Status

Business Unit Member’s Business Unit

Department Member’s Current Department

Clearance Member’s Security Clearance

Member Sourcing History — Requirement Details

Sourcing Status Displays the Tasking Status, Fully Sourced or Partially Sourced, set on the
Member Source page

Request Nbr Display only Request Number generated when the request is created

Requirement Nbr Display only Requirement Number generated when the requirement is created

Requirement Title Display only Requirement Title as entered on the Requirement Details page

Operational Name Operational Name as set on the Request Data page

Deptid ID of the Destination Department

Dept Name Name of the Destination Department

Member Sourcing History — Sourcing Details

Sourcer ID Emplid of the user that sourced the member to the requirement

Sourcer Name Name of the user that sourced the member to the requirement
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Source Begin

Source Begin Date

Source End

Source End Date

Sourcing Date

Date the member was sourced to the requirement

Operational Category

Operational Category of the requirement

Member Status

Status of the member in relation to the specific requirement. Available values

are:

Sourced — Member has been sourced to the requirement. NOTE: A member is
‘Sourced’ once the Tasking Status has been updated to Partially Sourced or

Fully Sourced on the Member Source page

Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the

Member Processing page

Demobilized — Member has been demobilized from the requirement. NOTE:
A member is ‘Demobilized’ once a Demobilization Date has been entered on

the Member Processing page

4. Click the Previous in List or Next in List button, depending on the Empl Rcd you are currently
viewing, to view the sourcing records for the member’s other employment records, if applicable.

Name:
Rank: YMNCS

Employee Status: Active

Department: 038225

Member Sourcing History

Sourcing History Member Resume

Empl ID: Empl Red:

Reg Region: Reservists
Business Unit: EMLCG
LAMTAREA (17) Clearance: TOPF SECRET

Requirement Details Sourcing Details

03/01/2017 0473002017 03/2002017 Major Disasters

L\Retum to Search | +[EPrevious in List | 4EMext in List |

0

Sourced

First 4] 1of1 ] Last

In the screenshot below, the sourcing history for the member’s CG civilian row is displayed.

Name:
Rank: G311

Employee Status: Active

Department: 045068

Member Sourcing History

Sourcing History Member Resume

Empl 1Dz 1 Empl Rcd: 1

| Reg Region: Mo Military Ssrvics

Business Unit: CIVGG

SECCEM ADJUDGIATIVE Svcs Br Clearance: TOP SECRET

Requirement Details Sourcing Details

rst 4] 1of1 o Last
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12.2 Member Resume
The Member Resume page will display a history of requirements a member has applied for or been added
to as a BNC or Selected candidate type. The Member Resume also shows a history of resumes/comments
entered by the member.

1. Follow the steps in section “12.1 Member Sourcing History” to pull up the member’s sourcing
record.

2. Click the Member Resume tab.

Sourcing History Member Resume

Name: Empl ID: Empl Red: 0
Rank: MST1 Reg Region:  Resenvists

Employee Status: Active Business Unit: ENLCG

Department: 002817 RESERVE PERS MGMT Clearance:  SECRET

Member Sourcing History naize | Eind | 5 | 2 First T 151 B Loct

The Member Resume page will display.

The top portion of the page will display the requirements that member has applied for and
submitted to a command endorser for approval.

iz |
Sourcing History | Member Resume
—

Name: Empl ID: Empl Red: O
Rank: MST1 Reg Region:  Resenvists

Employee Status: Active Business Unit: ENLCG

Department: 002817 RESERVE PERS MGMT Clearance: SECRET

Requirements Member have applied for
Requirement Details Application Detsils

‘m’“‘ ‘ReqlestTlﬂe
1 10000000 MSTC I1SO MLAMI OIL SPILL IMT 10001 ASGS3 Open D3/20/2017 D320/2018 ANY ANY
2 10000002 DEEP WATER OPS 1 10022 MALFO - CA Open 03132017 D930/2018 AD ANY
3 10000002 DEEP WATER OPS 1 10005 MALFO - CA Open 03132017 D930/2018 AD ANY
4 10000002 DEEP WATER OPS 1 10006 MALFO - 14 Open D3M32017 D9302018 AD ANY
5 10000002 DEEP WATER OPS 1 10015 MALFO - WA Open D3MN32017 D300 AD ANY
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Sourcing History , Member Resume |

Name: Empl ID: Empl Red: O
Rank: MST1 Reg Region: Reservists

Employee Status: Active Business Unit: ENLCG

Department: DO2817 RESERVE PERS MGMT Clearance: SECRET

Requirements Member have applied for i View Al k. 2 First !I 1-11 of 11 B Last
Requirement Details Application Details I

=

1 10000000 MSTC IS0 MIAMI OIL SPILL IMT 10001 D3M&207 ] CDR DDE154
2 10000002 DEEP WATER OPS 1 10022 D3M&207 CDR DDE154
3 10000002 DEEP WATER OPS 1 10005 D3M&2017 CDR DDE154
4 10000002 DEEP WATER OPS 1 10006 D3M&2017 CDR DDE154
5 10000002 DEEP WATER OPS 1 10015 D3M&207 CDR DDE154

The bottom portion of the page will display the resume comments the member has entered for
each application submitted.

NOTE: If amember was added as a BNC or Selected candidate type and did not submit an
application, the Application Date and Comments will be blank under Mobilization Resume.

Mobilization Resume Find  First B 14 ora BN Last

Application Date  Comments Request/Requirement|
(s):

03162017 | am very qualified! 10000000/10001
10000002/10005
10000002/10006
10000002/10015
10000002/10021
10000002/10022
10000002/10024

Application Date  Comments Request/Requirement
(=):
03162017 TEST 10000006/10001

Application Date  Comments Request/Requirement
(s):
D3ME2017 test 10000008/10003
1000000910005

The table below lists the fields on the Member Resume page with a description.

Field Description/Instructions

Name Member’s Name

Empl ID Member’s Empl ID

Empl Red Employment Record for the member’s record
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Rank

Member’s Rank

Reg Region

Member’s Reg Region

Employee Status

Member’s Employee Status

Business Unit

Member’s Business Unit

Department

Member’s Current Department

Clearance

Member’s Security Clearance

Requirements Member applied for — Requirement Details

Request Nbr

Display only Request Number generated when the request is created

Request Title

Display only Request Title as entered on the Request Data page

Requirement Nbr

Display only Requirement Number generated when the requirement is created

Requirement Title

Display only Requirement Title as entered on the Requirement Details page

Requirement Status

Status of the requirement

Begin Date Requirement Begin Date

End Date Requirement End Date

Reg Region Reg Region requested for the requirement
Rate Rate requested for the requirement

Requirements Member applied for — Application Details

Request Nbr

Display only Request Number generated when the request is created

Request Title

Display only Request Title as entered on the Request Data page

Requirement Nbr

Display only Requirement Number generated when the requirement is created

Application Date

Date the member submitted the application for approval

Application Status

Status of command endorsement approval

Command Approver

Name of command endorser responsible for approving the resume

Rank

Rank of the Command Approver

Approver Deptid

Department ID of the Command Approver

Member Status

Status of the member in relation to the specific requirement. Available values
are:

Sourced — Member has been sourced to the requirement. NOTE: A member is
‘Sourced’ once the Tasking Status has been updated to Partially Sourced or
Fully Sourced on the Member Source page

Mobilized — Member has been mobilized to the requirement. NOTE: A
member is ‘Mobilized’ once a Mobilization Date has been entered on the
Member Processing page

Demobilized — Member has been demobilized from the requirement. NOTE:
A member is ‘Demobilized’ once a Demobilization Date has been entered on
the Member Processing page

Mobilization Resume

Application Date

Date the member’s application was submitted

Comments

Resume/comments entered by the member

13 ADD A PERSON OF INTEREST (POI)

This section of the user guide walks through the steps for adding NON CG Members that will be sourced

to requirements.

1. Select the Add a Person link in the Mobilization pagelet.
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Mobilization Request Tasking Command
Member Search ICS Command
Requirement Sourcing Operational Name
Requirement Mavigator Force Element Setup
Sourcing History Add a Person

My Mobilization Approvals

Select Person of Interest Type ‘Other’ and click the Add the Person button.

Add a Person

Search for Matching Persons
Empl ID: Q

Person of Interest Type: | Other v

Add the Person |

Click the Add button on the Personal Data page.

Personal Data

Find an Existing Value Add a New Value

Empl ID: [NEW

Add

Click the Add Name button in the Name section of Biographical Details.

| Biographical Details

Contact Information

Organizational Relationships

m Person ID: NEW
Find | View Al First BN 1. or1 0 | 5st
*Effective Date: 03202017 3] =
*Format Type:
Display Name: Add Mame

Enter the person’s name data and click the Refresh Name button.
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Edit Name
Prefix
First Name: [JAsON
Middle Name: [PoI
Last Name: [MOBILIZATION
St
Display Name:
Formal Name:
Name:
Refresh Name

Click the OK button at the bottom of the page. The user is brought back to the Biographical
Details page. The person’s name is now displayed.

Complete the Biographic Information and Biographical History sections of the page.

Biographical Details ] Contact Information Regional Organizational Relationships

JASON MOBILIZATION

0

Person ID: MEW

Find | Wiew Al First [ 4] 10f1 n Last
*Effective Date: 032002017 [ [+ [=]
*Format Type:
Display Name: JASON MOBILIZATION M
Biograp 0 tio
Date of Birth: [0301/1983 5l 34 Years 0 Months
Birth Country: usa & united States
Birth State: bc QU District of Columbia
Birth Location: [WASHINGTON [ waive Data Protection
Biographical History Firct BN 1 of 1 B Last
*Effective Date: 03202017 | HE
Gender: Unknown
*Highest Education Level: | A-Mat Indicated v|
“Marital Status: [Single v|  Asof: L
Language Code:
Alternate ID: ]
[ Full-Time Student

8. Select the Contact Information tab.

9. Use the Add Address Detail link to add address information for the POI.
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Biographical Details

Contact Information |

JASON MOBILIZATION

Regional

Current Addresses
Address Type |As OF Date Status Address.
Home 03202017 A

Phone Information

*Phone Type Telephone

Organizational Relationships

Personalize | Find | Vi

Extension

Person ID: MEW

a2 2

Personslize | Find | v

| v | |

10. Click the Add Address link.

IAddress History

Address Type: Home
Addrez= History Find
*Effective Date: (03202017 [ agdress:
Country: usA Q
*Status: A Q

]

First BN 1061 B0 Last

[H[=]

11. Enter the address details and click OK.

Edit Address
Country: United States
Address 4: |1 COAST GUARD WAY
Address 2: |
Address 3 |
City: WASHINGTON state: |DC X District of Columbia
Postal: mooie
County: |
OK II Cancel |

12. Edit the Effective Date as needed and click OK.
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Address History
Address Type: Home
Address History Find First B0 101 B8 Last
*Effective Date: 09202017 [ Address: 1 COAST GUARD WAY =
e USA Q WASHINGTON DG 20019
*Status: A Q
Add Address
oK Cancel | Refresh |
13. Use the [¥] to add additional address types and details.
14. Complete the Phone Information section of the Contact Information page.
Biographical Details | Contact Information | Organizational Relationships
JASON MOBILIZATION Person ID: NEW

Current Addreszes

1 COAST GUARD WAY
WASHINGTON DC 20015

03202017 A

Edit’view Address Detail

v]|

15. Select the Regional tab.

16. Add the Ethnic Group information.

Biographical Details

JASON MOBILIZATION

Ethnic Group

Regulatory Region:

Ethnic Group:

Contact Information Regional

usa 2 United States
1 L white

Il Primary

Organizational Relationships

Person ID:

MEW

FE

17. Select the Organizational Relationships tab.

18. Click the Add Re

lationship button.
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Biographical Details Contact Information Regi Organizational Relationships ]

JASON MOBILIZATION Person 1D: NEW
Choose Org Relationship to Add

~/ Person of Interest Dther

Select Checklist Code: | vl ®

Add Relationship |

ok | cancel | Appy |

19. The user will get the following message. Click OK.
oo
Warning — Social Security Mumber should be entered for US Employees. (1000,835)

Social Security Numbers are now required for all persons employed in the United States regardless of citizenship status. You must track thiz
information and should require that it be provided by Employees when they are Hired.

Cancel |

The user will be taken to the Add a POI Relationship page. NOTE: A new Person ID will be
created. Be sure to take note of the new Person ID created.

20. Click the Apply button. NOTE: This button must be clicked to be able to add the new person to
Mobilization requirements.

Add a POI Relationship

JASON MOBILIZATION Person ID:

Person of Interest Type: Other

Security Data Find | View Al First BN 1 or 1 B Last

*Effective Date: Get Enabled Security Types

Personslize | Find | [EY] | First K 10f1 n Last

Person of Interest History sz |E B Frst B g ore D Lo

*Effective Date *Status Planned Exit

1/03202017 [ (A I (=]

QK | Cancel |I Apply ”

21. Click the OK button at the bottom of the page.

The user will be taken back to the Organizational Relationships page.
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22. Click OK and return to Home.

Biographical Details | Contact Information Organizational Relationships

JASON MOBILIZATION Person ID:

Choose Org Relationship to Add

| Person of Interest Other

Select Checklist Code: | vl ®

I
I QK |I Cancell Apply |

14 MOBILIZATION REPORTS

Six (6) reports have been developed for the Direct Access Mobilization functionality. This section
outlines the steps for running each report.

14.1 Competencies Required
This report is a listing of all competencies required for a Mobilization requirement by Operational Name.

1. Click the Competencies Required Report link in the Mobilization Reports pagelet.

Mobilization Reports

Competencies Required Report

Disaster Inbound Report Disaster Qutbound Report

IMT Processing Report

Status by Dates Report Requirements by Contingency

2. Use the “. to select the Operational Name that you want the report to run for.
3. Enter a Grouping Category to narrow the results to a specific Grouping Category.

4. Click View Results.

CG_MOB_COMP_REQ_RPT - Mobilization Competencies Rpt

Operational Name: YELOP Q
Grouping Category: Q

[V Resus |

Requirement Requirement End Requirement

Status Date Duration (Days)

5. Click the download results in the Excel spreadsheet option to review the results in Excel.
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CG_MOB_COMP_REQ_RPT - Mobilization Competencies Rpt

Operational Name: |[YELOF O
Grouping Category: QL

Wiew Results |

Download results in :I Excel SpreadSheetI CS8V Text File XML File ({19 kb)

Requirement | Requirement | Requirement | Requirement

Begin Date
YELLOW .

1 10000004 YELLOW OPS1 OPS E‘E’g:'i?yg e 10001 PST CACO  Open 031312017
SUPPORT
YELLOW .

2 10000004 YELLOW OPS 1 OPS SIEEIT I 10002 PST CACC  Open 03132017
SUPPORT  Aetivity

6. Click Open on the Internet Explorer message box that appears at the bottom of the page.

Do you want to open or save CG_MOB_COMP_REQ_RPT_1386260378.clsx (5.46 KB) from hcenv9.direct-access.us? Open Save hd Cancel

x

The file should open in Excel.

14.2 Requirements by Contingency
This report is a listing of all requirements and sourcing data by Operational Name.

1. Click the Requirements by Contingency link in the Mobilization Reports pagelet.

Mobilization Reports

Competencies Required Report IMT Processing Report

Disaster Inbound Report Disaster Qutbound Report

Status by Dates Report I Requirements by Contingency I

2. Click the Add a New Value tab.

Requirements by Contingency

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

* Search Criteria

Search by: Run Control ID begins with |

[l case sensitive

3. Enter a new Run Control ID.

NOTE: The Run Control ID cannot contain any spaces.
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4. Click the Add button.

Requirements by Contingency

Find an Existing Value | Add a New Value

Run Control ID:|F{OMNTSBYCONTO3201?

Add

5. Use the ““ to select the Operational Name you want the report to run for.

6. Select a Requirement Status to narrow the results, if needed.

Cg Mob Conting Rpt

Run Requirements by Contingency

Run Control ID: RQMNTSBYCONT032017 Report Manager Process Monitor Run

*Operational Name:  [YELOP Q&

Requirement Status: | bt

7. Click the Run button.

Cg Mob Conting Rpt

Run Requirements by Contingency

Run Control ID: RQMNTSBYCONTO32017 Report Manager Process Monitor Run

*Operational Name:  [YELOP |

Requirement Status: | v

8. Change the Server Name to PSUNX and Format to XLS.
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Process Scheduler Request

User ID Run Control ID RQMNTSBYCONTO32017
Server Name [ PSUNX v| Run Date [03/20/2017 [#]
Recurrence | %]  RunTime[i5356PW | Reset to Current Date/Time |
Time Zone Q

Process List

Select |Description Process Name Process Type FType [*Format Distribution

[+] Reguirement by Contingency Rpt CG_MOBCOMTIN  Application Engine  |\Web e (lXLS » || Distribution

9. Click the OK button at the bottom of the page.

Process Scheduler Request

User ID Run Control ID ROMNTSBYCONTD32017
Server Name | PSUNX v Run Date |03/20/2017 Ex|
Recurrence | V|  RunTime[i5380PM Reset to Current Date/Time |
Time Zone QL
Process List
¥l  Requirement by Contingency Rpt CG_MOBCONTIN  Application Engine  [Web  ~|[XLS | Distribution
(0,4 | Cancel |

10. Take note of the new Process Instance number.

Cg Mob Conting Rpt

Run Requirements by Contingency

Run Control ID: ROMMNTSBY CONTO32017 Eeport Manager Erocess Monitor

Process Instance:419743

*Operational Name:  [YELOP | Q

Requirement Status: |

11. Click the Process Monitor link.
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Cg Mob Confing Rpt

Run Requirements by Contingency

Run Control ID: ROMMNTSBYCONTO32017

Report Manager |Prncess Maonitor I

Process Instance 413743

*Qperational Name: YELOF Q

Requirement Status: | V|

12. Click the Refresh button until the Run Status is Success and Distribution Status is Posted.

Process List Server List
View Process Request For
user ID| ‘a Type | | [Last v | 1 [Days ~ Refresh |
server] v~ Name @, Instance From Instance To |
Run Status| V] Distribution Status ¥ save On Refresh
Process List Perzonalize | Find | Vi
Select |Instance | Seq. | Process Type Process Name User Run Date/Time
419743 Application Engine CG_MOBCONTIN

03/20/2017 1:53:59PM PDT

13. Click the Details link on the row for the CG_MOBCONTIN report.

Process List Server List

View Process Request For

User ID/ Q. Type | v| [Last v| | 1 [Days ) Refresh
Server v Name | @, Instance From Instance To
Run Status| V| Distribution Status ] save On Refresh
Process List Personalize | Find | View Al | 1] | i First Bl 1 or1 B st
Select |Instance | Seq. | Process Type Process Name User Bun DateiTime RunStatus | DiSmDUlion | peysyy
419743 Application Engine CG_MOBCONTIN 032002017 1.53:58PM PDT

Success Posted Details

14. Click the View Log/Trace link.
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Process Detail
Instance 419743 Type Application Engine
Name CG_MOBCONTIM Description Reguirement by Contingency Rpt
Run Status Success Distribution Status Posted
Rn ————— Jupaate process
Run Control ID ROMNTSBYCONTO32017 Hold Request
Location Server Queue Request
Server PSUNX . Cancel Request
5 Delete Request
Recurrence Re-send Content Restart Request
Date/Time
Request Created On 03/20/2017 1:54:53PM FDT Barameters Transfer
Run Anytime After 03/20/2017 1:53.59PM PDT Message Log View Locks
Began Process At 03/2002017 1:55:03PM PDT Batch Timings
Ended Process At 03/20/2017 1:55:18PM PDT View LogfTrace

15. Select the RgmntByContingencyReport_ AsOf .csv file.

iew Log/Trace
Report ID 353402 Process Instance 419743 Message Log

Name CG_MOBCONTIN Process Type Application Engine
Run Status  Success

Requirement by Contingency Rpt
Distribution Details

Distribution Node  RPTNODE Expiration Date 032772017

File List

Name File Size £ Datetime Created

AE CG MOBCONTIMN 419743 stdout 294 03202017 1:55:18.963823FPM PDT
RaomntByContingencyReport AsOf 20170320 csv|17 511 03202017 1:55:18.963823PM PDT

16. Click Open on the Internet Explorer window.
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=]

Internet Explorer

What do you want to do with
RgmntByContingencyReport_AsOf_20170320.csv?

From: hcenv®.direct-access.us

% Open

The file won't be saved automatically.
2 Save

% Save as

Cancel

The file should open in Excel.

14.3 Status by Dates

This report is a listing of all requirements with a Requirement Begin Date in the range of the date
parameters entered on the Status by Dates report page.

1. Click the Status by Dates Report link in the Mobilization Reports pagelet.

Mobilization Reports

Competencies Required Report IMT Processing Report
Disaster Inbound Report Disaster Outbound Report
| Status by Dates Report I Requirements by Contingency

2. Click the Add a New Value tab.

Status by Dates Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Search by: Run Control ID begins with |

[ case Sensitive

Search |Advanced Search

3. Enter a new Run Control ID.
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NOTE: The Run Control ID cannot contain any spaces.

4. Click the Add button.

Status by Dates Report

Find an Existing WValue Add a New Value

Run Control ID:|STATUSDBQD1?

Add

5. Enter a Begin Date and End Date range for the Requirement Begin Date that you want to run the

report for. This is required.

6. Use the additional fields to narrow the reporting results, as needed.

Mobilization Status Report

Run Status by Dates

Run Control ID: STATUSD32017

Report Manager

Process Monitor

02012017 |y

*Begin Date:

*End Date: D6/30/2017 |34

Set ID: [oooto|Q

Destination Deptid: Q

Operational Category: | hd
Operational Name: Q

Order Type: | e
Tasking Command: Q

Supporting Command: l— Q

Requirement Status: | b

Run

7. Click the Run button.
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Mobilization Statuz Report

Run Status by Dates

Run Control ID: STATUS032017 Repaort Manager Process Monitor Run

“Begin Date: 0200172017 |5

*End Date: DS/302017 [
Set D 00010 |3

Desfination Deptid: Q
Operational Category: |
Operational Name: Q
Order Type: | v
Tasking Command: Q
Supporting Command: I— aQ,

Requirement Status: | hd

Change the Server Name to PSUNX and Format to XLS.

Process Scheduler Request

User ID Run Control ID STATUS032017
I Server Name | PSUNX v I Run Date [03/20/2017 ]
Recurrence | v Run Time [3:01:24PM Reset to Current Date/Time |
Time Zone a,

Process List

K  Status by Dates Report

Click the OK button.
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Process Scheduler Request

Run Control ID STATUSD32017

UszerID
Server Name | PSUNX v Run Date [03/20/2017 ]
Recurrence | | Run Time [3:0124PM Reset to Cument Date/Time
Time Zone Q,

Process List

| Distribution

CG_MOBSRCRPT  Application Engine  [Web  ~| [¥LS

W  Status by Dates Report

10. Take note of the new Process Instance number.

Mobilization Status Report

Run Status by Dates

Feport Manager Process Monitor

Run Control ID: STATUS022017

I Process Instance: 419745 I

11. Click the Process Monitor link.

Mobilization Status Report

Run Status by Dates

Run Control ID: STATUSD320MT Report Manager | Process Mu:unimrl
Process Instance 419745

12. Click the Refresh button until the Run Status is Success and Distribution Status is Posted.

Process List Server List
View Process Request For
1 |Days W Refresh

UserIC O, Type | v [Lest v |

Senrer Name ), Instance From Instance To|
Runstatus]  ~|  Distribution Status W] save On Refresh

Personalize | Find

Process List § ) 2 g

’ansh;nne IQ Process Type Process Name User Run DateTi R Details
419745 Application Engine 7 03202017 3:01:24PM PDT Detsils
419744 Application Engine CG_EL_BATCH 037202017 2:06:35PM POT Success Posted Details
419743 Application Engine GG_MOBCONTIN 03/202017 1:53:59PM PDT Success Posted Details
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13. Click the Details link on the row for the CG_MOBSRCRPT report.

Process List

View Process Requesi For

| [Last v [

1 |Days i

UserIC QA Type |
Server| s Name |
Runstatus[ V]

419745

Application Engine

. Instance From Instance To
Distribution Status Ml save On Refresh

CG_MOBSRCRP 032002017 3:01:24PM PDT Success
415744 Application Engine CG_EL_BATCH 032072017 2:06:35PM PDT Success Posted Details
4159743 Application Engine CG_MOBCONTIN 032072017 1:53:59PM PDT Success Posted Details

14. Click the View Log/Trace link.

Process Detail

Instance 4159745

Mame CG_MOBSRCRPT
Run 5tatus Success

Run Control ID STATUS032017

Location Server

Ended Process At 03/20/2017 3:04:16PM PDT

Process

Description Status by Dates Report
Distribution Status Posted

Run T e Process

Server PSUNX .
..« Delete Request
(RIS Re-send Content Restart Request
Actions |
Request Created On 03/20/2017 3:03:57PM POT Parameters Transfer
Run Anytime After D220/2017 3:01:24PM POT Message Log View Locks
Began Process At 03/2002017 3:04:01PM PDT Batch Timings

Type Application Engine

Hold Request
Queue Request
Cancel Request

View LogTrace

15. Select the SourcingByDatesReport_AsOf_.csv file.
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View Log/Trace
Report 1D 393404 Process Instance 419745 Iessage Log
Name  CG_MOBSRCRPT Process Type Application Engine
Run 5tatus  Success

Status by Dates Report
Distribution Details

Distribution Node  RPTHNODE Expiration Date ~ |03/27/2017

File List

032002017
AFE CG MOBSRCRPT 415745 stdout 254 3-04-16.535129PM BOT

032002017
3:04:16.835129PM PDT

StatusByDatesReport 20170201 TORD1 70630 _AsOf 201 70320 csv fi:5,982

16. Click Open on the Internet Explorer window.

What do you want to do with
StatusByDatesReport_20170201TO20170630_AsOf_2...

From: hcenvd.direct-access.us

=< Open

The file won't be saved autornatically,
% Save

2 Save as

The file should open in Excel.

14.4 Disaster Inbound

This report is a listing of who is reporting 7, 14, 21, 30 and 45 days out from the current date. NOTE:
This report uses the Source Begin Date to determine reporting info.

1. Click the Disaster Inbound Report link in the Mobilization Reports pagelet.
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Mobilization Reports rxa

Competencies Reguired Report IMT Processing Report

I Disaster Inbound Report I Disaster Qutbound Report
Status by Dates Report Regquirements by Contingency

2. Usethe ““ to select the Operational Name that you want the report to run for.

3. Use the additional fields to narrow the reporting results, as needed.

CG_MOB_DISASTER_INBOUND_RPT - Disaster Inbound Personnel Rpt

Operational Name: [YELOP |y

Geo Location Code: Ii Q

Supported Command: I— Q

SetlD (Use 00010 forCG): [ O

Department: Ii Q
View Results |

4. Click View Results.

CG_MOB_DISASTER_INBOUND_RPT - Disaster Inbound Personnel Rpt

Operational Name: W Q

Geo Location Code: Ii Q
Supported Command: I— Q
SetlD (Use 00040 forCGY [ @
Department: [ a
View Resulis |

5. Click the download results in Excel spreadsheet option to review the results in Excel.
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CG_MOB_DISASTER_INBOUND_RPT - Disaster Inbound Personnel Rpt

Operational Name: W Q

Geo Location Code: ,7 Q

Supported Command: l— Q

SetID (Use 000 for CGl: | QL

Department: ,7 aQ,
View Results

Download results in -} Excel SpreadSheet | CSY Text File XML File (S ki)

End Date

YELLOWOPS- YELLOW )
110000008 SECJUN-  OPS a3z SECTOR - ppgayy  SECTOR 10002 10GS Y

PSC-
02/01/2017  11/30/2017 303
217908 SUPPORT JUNEAU JUNEAU Sourced

YELLOWOPS- YELLOW

2 10000008 SECJUN- OPS J0E324 SELTE oog3z24 ZECTE 10001 10GS v
2

PSC-
02/01/201T 0473002017 &9
12308 SUPPORT JUNEAU JUNEAU Sourced

Requirement | Requirement | Requirement | Requirement | Requirement | Tasking
Title Status Begin Date Duration |Command

PSD-SSB Applicable |

PSO-SSE Applicable |

Mot

Mot

6. Click Open on the Internet Explorer message box that appears at the bottom of the page.

Do you want to open or save CG_MOB_DISASTER_INBOUND_RPT_1039402374.xlsx (5.42 KB) from hcenv9.direct-access.us?

Open Save | ¥

Cancel

The file should open in Excel.

14.5 Disaster Outbound

This report is a listing of who is departing 7, 14, 21, 30 and 45 days out from the current date. NOTE:
This report uses the Source End Date to determine departing info.

1. Click the Disaster Outbound Report link in the Mobilization Reports pagelet.

Mobilization Reports

Competencies Reguired Report IMT Processing Report
Disaster Inbound Report I Disaster Qutbound Report I
Status by Dates Report Reguirements by Contingency

2. Use the ““ to select the Operational Name that you want the report to run for.

3. Use the additional fields to narrow the reporting results, as needed.
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CG_MOB_DISASTER_OUTBOUMND_RPT - Disaster Outbound Personnel Rp

Operational Name: I\W Q

Geo Location Code: [ =

Supported Command: I— Q

SetID (Use 00010 forCG): | (4

Department: Ii Q
View Results |

4. Click View Results.

CG_MOB_DISASTER_OUTBOUND_RPT - Disaster Outbound Personnel Rp

Operational Name: [ﬁw Q

Geo Location Code: [ =
Supported Command: l— Q
SetlD (Use 00010 for CG): [ @
Department: [ =

5. Click the download results in Excel spreadsheet option to review the results in Excel.

[CG_MOB_DISASTER_OUTBOUND _RPT - Disaster Outbound Personnel Rp

Operational Name: W Q

Geo Location Code: Ii Q

Supported Command: I— Q

SetID (Use 00010 for GG | |

Department: Ii Q
View Results I

Download results in | Excel SpreadSheet| 5V Text File XML File {5 kb)

YELLOWGPS- YELLOW )
1 10000008 SECIUN-  OPS - ooasz4  SECTOR - pagspy  SECTOR FEIE )

10002 10GS 02/M/2M7 1173062017 303
319298 SUPPORT JUNEAU JUNEAU Sourced

6. Click Open on the Internet Explorer message box that appears at the bottom of the page.

Do you want to open or save CG_MOB_DISASTER_OUTBOUND_RPT_273100703.xlsx (5.42 KB) from hcenv9.direct-access.us? x

| Open || Save |V|| Cancel

The file should open in Excel.
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14.6 IMT Processing

This report is a listing of everyone that has been mobilized to an event by Geo Location or Supported
Command with Incident Check-in and Check-out Dates. This report will only show people who have a
Mobilization Date entered on the Member Processing page.

1. Click the IMT Processing Report link in the Mobilization Reports pagelet.

Mobilization Reports

Competencies Required Report IMT Processing Report
Disaster Inbound Report Disaster Qutbound Report
Status by Dates Report Requirements by Contingency

2. Use the “ to select the Operational Name that you want the report to run for. This is required.

3. Enter a Begin Date and End Date range for the Mobilization Date that you want to run the report
for. This is required.

4. Use the additional fields to narrow the reporting results, as needed.

NOTE: The Geo Location Code field is pulling from the location code entered on the Member
Processing page.

CG_MOB_ IMT_PROCESS RPT - IMT Processing Report

Operational Name: VELOP O
Geo Location Code: Ii Q
Supported Command: li a
SetID (Use 00010 forCG): | (O

Department: o
Begin Date: 010172017 [z
End Date: 05312017 [z

“iew Results |

5. Click View Results.

CG_MOB_IMT_PROCESS_RPT - IMT Processing Report

Operational Name: IW Q
Geo Location Code: li Q
Supported Command: l— Q
SetlD (Use 00010 for CG): | |

Department: Q
Begin Date: 01012017 ([
End Date: 053172017 [

I “iew Results II
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6. Click the download results in Excel spreadsheet option to review the results in Excel.

CG_MOB_IMT_PROCESS_RPT - IMT Processing Report

Operational Name: W Q
Geo Location Code: ’7 a,
Supported Command: l— aQ
SetD (Use 00010 forCG): [ O
Department: li Q
Begin Date: [protzoT |5
End Date: 05312017 [
Wiew Results I

Download results in - | Excel SpreadSheet| CSYW Text File XML File (1 kib)

ICS ICS POC POC Request Operabuml Reguirement Reqt.'emenl Requirement | Requirement | Requirement|
Command | 5ection | Emplid Name HNbr Title Nbr Status Begin Date | End Date
iz ops O YELLOW Partially

1 SANTA Command 10000006 SUPPORT oPs 10001 CDAT 5 ed D3M32017 1120207
BARBARA E SUPBORT oure

7. Click Open on the Internet Explorer message box that appears at the bottom of the page.

Do you want to open or save CG_MOB_IMT_PROCESS_RPT_1724058837.xlsx (4.95 KB) from hcenv9.direct-access.us? Open Save hd Cancel
The file should open in Excel.
15 APPENDIX
15.1 Mobilization Email Notifications
Email notifications will be sent for the below instances.
Action Email sent to Message Subject Comments
By Name Candidate BNC “Mobilization BNC | The email is sent when
(BNC) added to Volunteer the requirement is
requirement Opportunity” approved
Applicant submits an Applicant “Mobilization Applicant is sent an email
application for approval Volunteer informing him/her that
Submission” the application has been
routed for approval
Command Endorser Command Endorser “Mobilization Endorser is sent an email
added as endorser on Volunteer Approval | informing him/her of the
member’s application Request” application approval
request
Member’s application Applicant “Mobilization Applicant is sent an email
approved or denied Volunteer Approval | informing him/her of the
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Request” approval or denial
Member’s application Command Endorser “Mobilization Endorser is sent an email
withdrawn Volunteer Approval | informing him/her of the
Request Withdrawn” | withdrawal
Requirement Candidates associated “Mobilization Candidates are sent an
Cancellation with the requirement Volunteer email informing them of
Opportunity the requirement
Cancelled” cancellation
Member sourced to Member selected to fill “Mobilization Member is sent an email
requirement (Tasking the requirement Volunteer informing him/her of the
Status changed to Fully Opportunity selection
Sourced or Partially Selection”
Sourced)
Another member sourced | Other candidates “Mobilization Candidates not selected
to requirement associated with the Volunteer are sent an email
requirement Opportunity informing them the
Selection” requirement is no longer
available
Endorser routes an Next Endorser “Mobilization Next Endorser is sent an

application to another
endorser using the Next
Endorser field on the
Command Endorsement

page

Volunteer Approval
Request”

email informing him/her
of the approval request

Order linked to
requirement is cancelled.
This action results in the
automatic cancellation of
the requirement

User that created the
requirement

“Mobilization
Volunteer
Opportunity
Cancelled”

The user that created the
requirement is sent an
email when the order
linked to the requirement
is cancelled. The email
informs the user that the
requirement they created
has been cancelled
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